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NEW! P 
THE SMITH-CORONA / 
SECRETARIAL 





BRINGS YOU 


Test and discover the lighter touch 
and tivelier action that means more 
typing speed, greater typing ease! 


For More tnformation Circle No. 270 





SIMPLEST OFFSET DUPLICATOR 
IN THE WORLD! 








WITH EXCLUSIVE 


AUTOMATIC 
PLATE CHANGER 


.»»-RUNS ALL DAY WITHOUT 
STOPPING TO CHANGE MASTERS! 


Davidson's revolution- 
ary DAV-A-MATIC, first Offset 
Duplicator researched in the labo- 
ratory of modern business and in- 
dustry, simplifies General, Short-Run 
one of ; © and Systems Duplicating! 


eight models 


Changes Plates Automatically! New Automatic Plate Changer attaches 
and ejects plates while machine is running — in a matter of seconds! 


Speeds Up Systems Duplicating! New Universal Systems Feed combines 
automatic suction and hand feeding of Systems forms, records, communications! 


Cleans Blanket Without Stopping! Just press the lever while machine is 
running! No messy cloths, no ink-stained fingers... operators love it! 


Attaches Plates Instantly! New Master-Minder Plate Clamp grips and releases 
plates without locks or gadgets. Ideal 
for use with overlays, block-outs! 


AVIDSON CORPORATION 
tke f 29 Ryerson St., Brooklyn 5, N.Y. 
Fa leet 
i end new DAV-A-MATIC brochure 


‘DAVIDSON CORPORATION 


A Subsidiary of Mergenthaler Linotype Company 
29 RYERSON STREET, BROOKLYN 5, NEW YORK 


Distribvtors in oll principol cities ond Conodo 


Get NEW BROCHURE 
.»- Just Off the Press! 
Headings in Protype ¢ Text in Linotype 


For More Information Circle No. 
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Everything is in the drawers 


even wastebasket and phone 


How to get new freedom to work 


New Clutter-Proof Desk 


keeps top clear and organizes drawers 


How much time and money do cluttered desks 
waste in your office? 

Desk top clutter and desk drawer hodgepodge 
aren’t confined to the careless. Even people who try 
to be neat and efficient get no help from their desks 

But this new Shaw-Walker Clutter-Proof Desk 
actually “lends a hand.”’ Fully 75% of the things 
that pile up on top or in drawers of other desks 


“Rui Like 


Su yecraper 


have a specific place inside this desk. 

The tn-drawer organization is a 
marvel of convenience. There are in- 
drawer letter baskets, work separa- 
tors, letter files, card trays, forms 
shelves and work tools organizers. 
There’s even an in-drawer wastebasket and pro 
vision for an in-drawer telephone 

Usable working space on the desk top is doubled 
You get new freedom to work 

See these new Clutter-Proof Desks at one of our 
17 branches or 470 dealers. There are 58 beautiful 
color combinations. Or write for our new 252-page 
Office Guide. Shaw-Walker, Muskegon 4, Mich 


HAW- Al KE Largest Exciusive Makers of Office Equipment 
Muskegon 4, Mich. Representatives Everywhere 
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Why Not Interview the Wives? 
Before you spend time and money training a man for a job which could 
mean his relocation, you had better get the firsthand opinion of his wife. 
MAURICE F. RONAYNE 
A Bookkeeping System for Doctors 
The doctor who uses modern therapeutic equipment, but lets his book 
keeping be done manually, is like a patient who postpones a_ necessary 
operation. 
How Time Measurement Provides Supervisory Control Standards 
Applying the fundamental principles of scientific management to everyday 
office operations assists the supervisor to obtain higher standards of per- 
formance and lower unit costs. ARTHUR E. FAIN- 
NSOEA Convention and Exhibit in Chicago 
Saving Money on Branch Office Service Invoicing 
Main office buys continuous forms in large quantities, imprints on an address- 
ing machine, bursts and binds into small books for use by branch office 
service personnel—and saves $2500 a year. 
How We Simplified Moving Our Offices 
The entire moving should be completed with as little as possible interrup- 
tion of normal operating procedures. ARTHUR W. CLARK 
Duplicators Turn Out Copies Faster Than Hands Can Collate 
The duplicator is a marvellous tool for business communication but, when 
jobs run to several sheets, vou lose much of the duplicator’s advantage 
if vou collate by hand. 
Some of Us Are Going the Other Way 
The route to automation is not proving pleasant for all who are on the 
road. Before you go too far, and have to turn back, try to decide if you 
are going in the right direction EDMOND W. McNaAMARA 
First National of Boston Installs Datamatic 1000 
The oldest chartered bank in the country has the largest single electroni 
system to be found in any bank in the world today. 
An Order-Ship-Bill System That Saves $150,000 a Year 
This system is even more profitable than indicated above because the data 
processing machines, without intermediate machinery, immediately produce 
valuable analyses as a by-product HuGH M. Atwoop 
13th Annual NBFA Meeting in Hot Springs 
Hospital Lab Form Saves Time and Prevents Mistakes 
A redesigned form that reduced the paperwork of physicians, laboratory 
personnel and nurses. ALDEN E. CALKINS 
How Jersey Bell Uses Two-Headed Staplers 
Future Trends in the Personnel Market 
How will the office worker of 1965 differ from today’s employee? The 
differences will require revisions in your training programs and methods 
of work scheduline EWAN CLAGUI 


THE OFFICE Product Index 7 Literature from the Manufacturers 

New Books 40 News of the Office 

Camera! 53 News of the Industry 

Right or Wrong in Employee Relations. 161 National Conference & Exhibit Calendar 
New Products 168 As We See It 
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‘Here's why we chose 


LEGGE FLOOR POLISHES” 


(a true story ) 


“We tested dozens of products on our 
resilient floors before zeroing in on a 
LEGGE Polish. 

“Then Purchasing got into the act, 
challenging us on the question of econ- 
omy. We in Plant Engineering agreed 
to a contest with a cheaper competitive 
polish. 

“A 55 gallon drum of each was ap- 
plied to floor areas which were alike in 
every Within a month, the 
competitive polish had been ‘walked off’ 
the floor. The Lecce Polish functioned 
perfectly with no loss of slip-resistance 
or rich appearance for 
months! 

“As a result of this tremendous sav 
ing in labor and materials, LEGG! 
Polishes are now used exclusively 
throughout the plant. 


respect. 


more than 4 


This hap pe ned in one of the Vidwest's 


largest industrial buildings. It could 
happe nto you, too. Se nd for Free floor 
maintenance booklet today. 


Walter G. LEGGE Co., Inc. 
Dept. W-9 


101 Park Ave. 
My. 7, w. Y. 





< WHe 
» 7» 


S LEGGE = 
> TOSTAM Nm 


LEGGE SYSTEM Branch offices 


of Satety Moor . P 
\ _Maimenance in principal cities. 
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What's new 
in mechanized 


mail inserting ? 


Punch-Card Attachment 


3 new developments in Phillipsburg Inserters! 


Bell & Howell Phillipsburg Company, pioneer in 
mechanized mail processing equipment, is design- 
ing new machines for every mailer. Here are three 
new developments in Phillipsburg Inserters: 


1. Universal Size Phillipsburg Stuffs insert sizes from 5%" x 3% 
up to 11%” x 8%"! Provides fast, accurate vacuum feed. Ideal for 
publishers, stores, brokerage firms, all mailers! 

2. Open-Feed Station Attachment Allows hand feeding of inserts — 
punch cards, sales slips, capsules, cards — plus automatic stuffing. 

3. Punch-Card Attachment Stuffs punch cards by the knife edge prin- 
ciple, the system used on all punch-card machines for accuracy, 
regardless of hole positions in card! 

Bell & Howell Phillipsburg Co., Phillipsburg, N.J. 
Have an inserting problem? Ask us 


to help you solve it. SEND COUPON 


Send more information on__ 


(mailing problem 
Universal Size Phillipsburg Open-Feed 


Attachment Punch-Card Attachment 
IMAGINATION 


Bell & Howell 
» Phillipsburg 


PHILLIPSBURG 


erting @ 


Name 


Firm 


NEW JERSEY 
nd Mailing Machine 


Street 


City ia ——— 
Nak 


For More Information Circle No. 
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A CHALLENGE PAPER CUTTER 
for your Duplicator Operation 


HELPS YOU... 


SAVE TIME 


A Challenge Paper Cutter is the easy 
convenient way to make your duplicator 
operations more productive. You handle 
all your cutting and trimming needs right 
on the spot. No need to send jobs out. 
There’s no unnecessary delay in handling. 
No waiting for delivery. 


gas 


SAVE EFFORT 


Challenge Paper Cutters are easy to 
operate. They require very little effort 
and no previous experience on the part 
of the operator ... and they are real 
production cutters handling 2 inches or 
more of paper at one cut. 


SAVE MONEY 


ideot for girl operators is A Challenge Paper Cutter enables you to 
this 19” Challenge Power buy paper in the most economical sizes 
| Getter feotering a special . print it in “multiple forms” more 
| two hand safety control. me : : 
Lee nia efficiently . . . run off-size jobs from 


standard stock .. . and reduce waste. 


Challenge makes both power operated and hand 
lever cutters —in the sizes most widely used by 
duplicator users— 19” through 30”. See your 
Duplicator Equipment Dealer or write Challenge 
for complete catalog. 


PC-108 


The CHALLENGE MACHINERY CO., GRAND HAVEN, MICHIGAN 


For More Information Circle No. 231 
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“ae oe 
© tcl PRODUCT INDEX 


This index, prepared for your convenience, lists the products and services adver- 


tised in this issue. Refer to pages listed for information on each. Further details 


can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT PAGE 


ACCOUNTING MACHINES 
National 109 
Sensimatic 85 
ADDING MACHINES 
Addo-x 

Comptograph 

Plus 

Regna 151 
Swift 

Totalia 68 
ADDRESS LABELS 
Duplisnap 

ADDRESSING EQUIPMENT 
Duplicard 

Master 

Multistamp 

Quik-Stripper 

Scriptomatic 

Zip-O-Riter 

APTITUDE TESTS 

Aptitests 


BALLPENS 
Copy-Fax 
Diplomat 
Koh-!-Ball 

Venus Velvet 
BINDERS 

Elbe 

GrayLine 

Vinyl 

BINDING, PLASTIC 
Plastico 
BLUEPRINT FILES 
Schwab 

Scott-Rice 
BOOKCASES 
Maso 


BOOK RACKS 
Rol-Rack 33 
Stempco 274 


BOOKS 
Forms Control 
Office Reproduction 


36, 37 
153 
44 


157 


159 


260 
261 


THe OFFIce 
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PRODUCT 


BRIEF CASES 
Tufide 


BUSINESS SHOWS 


National 
Systems & Procedures Assn 


CALCULATORS 
Comptometer 
Diehl 

Divisumma 

Facit 

Marchant 
Monro-Matic 
Mult-O-Matic 
Odhner 

Plus 


CALENDARS 
Double-Duty 
Ever Ready 
CAMERAS 
Kenro Vertical 


CARBON COPY SETS 


Copysette 
Duplisette 
Letterex 
Thrifty 


CARBON PAPERS 


Colonial 
MultiKopy 
Rose 


CARD CABINETS 
H-O-N 

CASH BOXES 
Cash-A-Flash 


CASH REGISTER PARTS 
Cashere 


CHAIRS 
Bevco 
Goodform 
Metal-Lux 


PAGE 


115 


PRODUCT 


CHECKWRITERS 
Nippo 
Perma-Print 


CLOTHES RACKS 


Bevco 
Office Valet 


COIN CHANGERS 
MP Jr. 


COLLATING RACKS 


Evans 


COLLATORS 


Thomas 


COLUMNAR SHEETS 
National Manifolding 


CONTROL BOARDS 
Acme Visible 
Boardmaster 
Maggie Magnetic 
Vu-Board . 


COPYHOLDERS 
Copy-Right 
Rite-Line 
Speedrite 


COPYING MACHINES 


Copycat 
Coronet 
Dri-Stat 
Kenro 
Nord 
Stenafax 
Thermo-Fax 
Verifax 
Xerox 


CORNER ROUNDERS 


Lassco 
Pioneer 


COUNTER, IMPRINTER 


Tickometer 


DESK ACCESSORIES 
Calendar Pads 





PRODUCT 


Ever Ready Calende 
Smart Alec 
Viso-Deskplate 


DESKS 


DESKS, PHOTOCOPY 
Haskell 


DICTATING MACHINES 


Commander 
Norelco 


DRAFTING EQUIPMENT 


Grifhold 


DUPLICATING SUPPLIES 
C.B.P 

Colonial 

Impress Print-O-Paste 
Klean Write 

Miraclean 

MultiKopy 

Sta-Clean 


DUPLICATORS, OFFSET 

Dav-A-Matic | 
A. B. Dick 204, 205 
Ditto Inner Back Cover 
Masterlith 46, 47 


DUPLICATORS, SPIRIT 
Banda 


Conqueror 
Piccolo 
Sada Sprint 
Speedliner 


DUPLICATORS, STENCIL 
BDC Rex-Rotary 
Copy-Rite Pathfinder 
Ideal 

Multistamp 

Rex-Rotary 

ELECTRIC MOTORS 


Lamb 


ELECTRIC OVER-FLOOR CORDS 
Electriduct 39 


ELECTRONIC COMPUTERS 


Datamatic 


ENVELOPE JOGGERS 


Syntron 


ENVELOPE OPENERS 
Executive 

Posto-E 
Premier Auto-Opener 


ENVELOPES 
Dayton 

Mono Outlook 
Outlook 


PRODUCT 


ERASERS 


EraserStik 
Weldon Roberts 


EXPENSE ACCOUNT SYSTEM 


Traveletter 


FACSIMILE MACHINES 
Electro-Rex 
Stenafax 


FILES 


Atlas 
Convoy 
Diebold 
H-O-N 
Mim-E-O 
Pronto 
Revo-File 
Scott-Rice 
Spacefinder 
Verti-File 
Visi-Shelf 
Wassell 


FILING SUPPLIES 


Acco 
Amfile 
Barkley Tab 
~ 


FLOOR MATS 


Foot Comfort 


FLOOR POLISHES 
Legge 

FOLDING MACHINES 
Pitney-Bowes 


Premier Auto-Folder 


FORMS 

Baltimore 
Continuous 
Internationa 
Modern 

Moore 

Readysets 
Reynolds & Reynolds 
Rogersnap 
Snap-Easy 
Snap-!-Sets 
Standard Register 
Stevenson & Smith 
Thrifty 


FORMS HOLDERS 


Saunders 


FORMS REGISTERS 
K & B 

GLASS DESK TOPS 
Tru-Site 

GLUE 

UHU 


HAND CLEANERS 


Spirit Away 


203 


PRODUCT 


HOT DRINK DISPENSERS 
Oasis 

INDEX CARDS 

L. L. Brown 

Parsons 

INSERTING MACHINES 
Phillipsburg 

Pitney-Bowes 


INTERCOMS 


Centrum 


KEY CONTROL SYSTEMS 


Telkee 


LADDERS 
Cotterman 
Rol-Away 


LAYOUT MODELS 


Planomat 


LETTERHEADS, ENGRAVED 
Dewberry 


LOOSE LEAF ACCESSORIES 
General 

GrayLine 

Presto 

MACHINE STANDS 

Co 


MAIL BAGS 


>ecurity 


solett 


MARGINAL PUNCHED CARDS 
E-Z Sort 

Keysort 

Marginsort 

Needile-Sort 

MARKING DEVICES 

Krengel 


MICROFILM SYSTEMS 


Flofilm 


NUMBERING MACHINES 
Americar 

Bates 

Columbia 

Krenge 


OFFSET EQUIPMENT 


Hi-Lite 
ic Wand 


OFFSET PLATEMAKERS 
Ampto 

Kenro 

Stenafax 

Xerox 


OFFSET SUPPLIES 


Mercury 
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eeu calculator, 
 keyboard- 


*This keyboard entry 
check dial is provided 
only on the Marchant, 
among all American- 
made caiculators 


Modern Management Counts on Marchant 


Whether the problem is addition, subtrac- 
tion, multiplication or division, touching just 
one wrong hey in the kevboard « an lead to a 
vrong answer. That is why, on other types 
of calculators, the kevboard is a danger 
ye that constantly threatens figurework 
accuracy. Wrong answers increase figure 
work costs and errors can be costly! 

But with the Marchant calculator it’s dif 
ferent. Ona Marchant, the kevboard zone is 
1 safety zone! Only on a Marchant* do you 
t straight-line, keyboard-dial proof of a 

icv. You can see every entry at a glance 
hant’s visible proof of right entries 
s vou can be confident of right answers! 

Ask the local Marchant Man to show you 
how this accuracy insurance can save you 
from expensive errors, cut your figurework 
costs, and boost figurework output. Or, write 
on your letterhead for full information. 


MARCHANT CALCULATORS 


Division of SMITH-CORONA MARCHANT INC. 
OAKLAND 8, CALIFORNIA 


For More Information Circle No. 255 
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I prefer 
ESLEECK 


SEESSE EET eee, 
TT TT ttt 


s 


FIDELITY 
ONION 
Records and Forms. They are ° 

the Summit of Quality and SUPERIOR 
MANIFOLD 


for our Letterheads, Copies, 


greatly reduce our Typing, 
Mailing and Filing expenses. CLEARCOPY 
ONION SKIN 


SEND FOR SAMPLES BETTER 


ESLEECK MANUFACTURING CO. 


TURNERS FALLS, MASSACHUSETTS eal 
PAPERS 


For More Information Circle No. 258 
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PRODUCT 


3-M Plates 

Tri-Mol 

PAPER CUTTERS 

Challenge s 
Michael 244 
PAPER DRILLS 

Pioneer 236 


PAPER HANDLING COMPOUND 
Sortkwik 220 


PAPER PUNCHES 
Clix 275 


PAPER ROLLS 
Certified 194 


PAPER SHREDDERS 
Shredmaster 240 
Silver Executive 


PAPERS, CARBONIZING 


Schweitzer 


PAPERS, DUPLICATING 


Atlantic 
Hammermil! 
Howard 
Nekoosa 


PAPERS, LEDGER 


L. L. Brown 
Cotton Fiber 
Howard 


PAPERS, LETTERHEAD 


L. L. Brown 
Cotton Fiber 
Howard Bond 
Nekoosa Bond 
Parsons 


PAPERS, ONIONSKIN 
Alpenopake 

Clearcopy 

Fidelity 

Superior : 

PAPERS, TRANSLUCENT 
Eagle-A 

Howard , 

Masta-Trace 

Pata-Trace 

PAYROLL TAX COMPUTER 
Ayres 


PEGBOARD SYSTEMS 
Multi-Rite ' 235 


PENCIL SHARPENER, ELECTRIC 
Electro-Pointer 50 


PENCIL SHARPENERS 
Boston Champion 


PENCILS 


Ticonderoga 


THe OFFice 


PRODUCT 


PHOTOCOPIERS 
(See Copying Machines) 


PLASTIC LAMINATION 
Plain-Vu 


POSTAGE METERS 


Pitney-Bowes .. 


POSTING EQUIPMENT 
P.E.C. Matic 


PUBLICATIONS 


Peter Basten ‘ 
Office Equipment Exporter 


REPORTS 


Systemation 


RIBBON FABRIC 


Bomont 


RIBBONS, CARBON PAPER 


Execu-Tape 


Webster 112, | 


RIBBONS, FABRIC 


Duralon 
Super Nylex 
Textile 59 
Webster 


RUBBER BANDS 
Plymouth 


RUBBER STAMP PRESS 
Eva-Press 


RUBBER STAMPS 
Krengel .. 


SAFES 
Meilink 
Schwab 


SHEET PROTECTORS 
Amfile 


SOUND CONTROL 
Acoustinet 


STAPLERS 
ADM 


STAPLERS, ELECTRIC 
Staplex 


STATIC ELIMINATOR 
Magic Wand 


STUDY COURSES 


Business Electronics 


SYSTEMS MEETING 


International 


September, 1958 


PRODUCT 


TABULATING PUNCH 
Keysort 


TAPE ACTUATED MACHINES 


Justowriter 
Teletype 24 


TAPE, MENDING 


Scotch Magic Facing 32 


TELEPHONE HOLDER 
Tele-Rest 259 


TELEPHONE LOCKS 
Loc-Ur-Fone 64 


TELEPHONE NOISE CONTROL 
Hush-A-Phone 268 


TELETYPEWRITERS 
Teletype 


TEMPORARY HELP 


Manpower 


TIME STAMPS 


Dorson 
Krengel 


TYING MACHINES 


Pak Tyer . 150 
Saxmayer . — 


TYPE COMPOSING MACHINES 


Justowriter ..... : 
Vari-Typer 


TYPEWRITER JUSTIFIER 
Marginator 


TYPEWRITER PARTS, TOOLS 


Futuristic Platens 
Typewriter Equipment 
Union . 


TYPEWRITER TYPE CLEANER 
Bud . 


TYPEWRITERS, AUTOMATIC 
Auto-Typist ... , 160 


TYPEWRITERS, PORTABLE 
Cole uae 201 


TYPEWRITERS, STANDARD 
110 
Outer Back Cover 
Secretarial Inner Front Cover 
Visomatic 42 


VISUAL AIDS 

Arlington 231 
Oravisual . : 35 
WATERCOOLERS 

Oasis 





Why Not Interview the 


Mit 


| 


MAURICE F. RONAYNE 


Chief, Procedures & Methods Div., 
U. S. Federal Mediation & 
Conciliation Service, 


Washington, D. C. 


O RECRUIT AND TRAIN a good 
ja in a specific job costs in- 
dustry from $500 to $20,000. These 
figures hold true for many management 
and professional jobs in business. All 
this is lost when the man quits afte 
his training period. 

One company recently spent six 
months time and effort plus an esti- 
mated $6000 to prepare a young man 
to take over an important managerial 
post. Just before he was to be assigned 
to a branch office in a city about 200 
miles from his home town, he balked. 
He said that he couldn’t go to the new 
city and leave his home town. 

Was this the first time that the young 
man learned that working for the com- 
pany might mean a relocation? Had 
the company played a dirty trick on 
him or led him on with false promises? 
No, of course not. Before he had been 
hired, the company regional director 
had explained in detail that employ- 
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ment might mean a great deal of travel 
away from home, long and unusual 


hours, and possible relocation for him 


and his family. 

Did the prospect understand this? 
Would he be willing to accept these 
inconveniences to be able to join the 
firm? Sure, he understood, and it made 
no difference to him. 

The regional director, no amateur at 
recruitment, told the man to discuss the 
whole thing with his wife. Tell her it 
might mean taking the children out of 
school and bringing them to a new en- 
vironment. The family would be un- 
settled for a while until the husband 
found suitable living facilities in the 
new location. This relocation was just 
a possibility, but the new man should 
be prepared to meet it. 

The prospect agreed to be transferred 
if it were necessary. He said he would 
also discuss the whole job and its bad 
points over with his wife. The next 
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day, the man returned and told the 
regional director that he and his wife 
had talked over the proposition and 
that both agreed he should accept it. 
His wife thought that it was a wonder- 
ful opportunity and she move 
anywhere to help him get ahead. 

Six months later, the new man told 
the boss that he couldn’t relocate; after 
$6000 had been spent on him. His rea- 


Well, his wife, who had a legal 


would 


sons? 
education, 
time legal job paying $5000 a year. 
Besides, both his own parents and his 
in-laws lived in the house with 
him and his wife. They would have no 


[here were 


couldn’t give up her part- 


same 


place to go if he moved. 
the kids. . 

He wanted to get ahead in his own 
career by going with the company, so 
he jumped at the chance to work for 


and so on. 


them. He saw only the good points 
about the job and none of its bad ones. 
Sure, he asked his wife about it 





gave her the best points about the new 
job. Any relocation, he told her, was 
very doubtful. The regional director 
had said that it was only a possibility. 
So the wife said sure, get the job first 
and we'll see about the problem of 
moving if and when it comes up. 

Well, it came up. The young man- 
agerial prospect quit the company, tak- 
ing with him $6000 of the company’s 
money. Was he dishonest? Had he 
stolen the money? Yes, he had, in a 
way. On the other hand, he was not 
entirely to blame. The company was 
at fault, too. It should have protected 
its Own interests. The company was 
negligent because it interviewed the 
wrong person for the job. It should 
have interviewed the wife. 

Ludicrous? No, not at all. Remem- 
ber that we live in a land where the 
wife is an equal partner with the hus- 
band in having a say in family affairs. 
“Togetherness” may sound like a joke 
to some, but it is not so when it comes 
to domestic affairs. In our society the 
wife generally has her say in decisions 
of her husband’s if she or the children 
will be greatly affected by them. 


This does not mean that the regional 
director should have gone into the 
man’s home to see his wife. He should 
have arranged for her to get firsthand 
information about a job which would 
entail her moving home and children. 
He should have made clear to both hus- 
band and wife that relocation would be 
a probability, not just a possibility. It 
the boss had done this, the man would 
not have come into the firm, and $6000 
would have been saved. 


There are ways to see the wife and 
give her the full, and perhaps from het 
viewpoint, “ugly” details about the job. 


a 


gencies, such as the State 
military, try to 


Government 
Department and the 
size up the wife to make sure she can 
handle the social duties and responsi- 
bilities of the wife of a U. S. repre- 
sentative Private firms doing 
hesitate to 


abroad. 
business overseas do not 
spend the money to find out if the pros- 
pective employee, his wife, and even 
his children, are mature and cohesive 
enough to surmount problems en- 
countered in a foreign land. When it 
may cost as much as $20,000 to estab- 
lish a man and his family at an over- 
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fom? 


Early Bird Introductory Offer on ADM-567 


WORLDS CASIEST LOADING STAPLER 


Push Button Action...Loads in 3 Seconds! 


- Wof/ 


1. Push... it’s Open! 2. Pull...Load Staples! 3. Push... it's Shuti 


The revolutionary ADM-567 stapler puts an end to tedious, 
nail-breaking loading chores forever! No other stapler at any 
price has this front-loading feature. No spring to pop out, 
nothing to pry open. It’s foolproof! Staples up to 40 sheets 
with any standard staple! Only the ADM-567 gives you the 
“Staple Sighter”... tells you when to reload staples! 
Precision-made... rugged, jam-proof construction. 
' Staple it on the hardest surfaces, pound it, drop it... 
it’s absolutely jam-proof! It’s made of the finest steel... 
has no complicated mechanisms that break down. 
Money-back guarantee! If the ADM-567 stapler doesn’t satisfy 
you or your customers, ADM will refund full purchase price! 


Limited Time to Act on Our 


DOUBLE EARLY BIRD SPECIAL! 
ADM-567 Stapler regularly AMERICAN DICTATING 
$6.25 only $3.49 MACHINE CO., INC. 


ADM-314 Standard Staples 65 Madison Ave., New York 16, N. Y. 
regularly 90c box of 5000 


only 50c ORDER NOW! GET DOUBLE EARLY BIRD PRICES! 


DEALERS: Write immediately 
for liberal discount schedule! 
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seas post for his first year, the employer 
has to make sure that the wife supports 
her husband 100% in the move and 
that she has been able to base her de- 
cision on all the available facts. 

This same principle should hold true 
in business, regardless if a relocation is 
involved or not. When a company may 
lose $500 to $20,000 on a man, it has 
to play it safe. 

Various methods can be used to see 
that the wife learns all the facts she 
needs to know about her husband’s new 
job. This means both sides of the pic- 
ture: the good and bad points. For ex- 
ample, she and her husband can be 
invited to a company party or luncheon 
where it can be arranged for a com- 
pany employee, or even a company 
wife, to give her the full details of 
working for the company, and sound 


out her feelings about her husband ac- 
cepting the position. One large insur- 
ance company recently flew a couple to 
its New York office 
for such an interview. 

The wife should know what she and 
her husband are getting into. Even if 
she does relocate, she may become bit- 


from California 


ter and continuously nag her husband. 
No man can produce 100% under such 
conditions. 

Each employer should meet the wife 
of a prospective employee before he is 
finally hired if: 

1. The job means relocation, either 
now or in the future. 

2. The job will take the husband 
away from home 
travel or long hours. 

3. The job will require the husband 
to work unusual hours or leave home 


frequently due to 


a push-button conference...at your fingertips! 


CENTRUM 


Transistor 


INTERCOM SYSTEM 


IMMEDIATE CONTACT WITH ANY 
DEPARTMENT! SAVES MONEY! 
SAVES TIME! CUTS COSTS! 
CENTRUM 
SIMPLEX— DUPLEX 
c 


hing takes 


POWERED 
FULL YEAR BY 
9 VOLT EVEREADY BATTERY 


The new Centrum T-4A intercom is the most advanced of- 
Per fice communication system designed. Handsome styling, 
rugged construction, transistorized amplification 
powered for 1 full year by a small 9 volt transistor bat- 
tery. No maintenance—just install it, forget it. LOW COST 

Only $79.50 for the high quality Centrum T-4A Set com- 
plete with 1 master station, 1 remote station and 60 foot 
connecting cable. More remote stations may be added at 
low cost. Call or write today for a convincing demonstra 
tion of the best and most practical intercom system for 
any office - CENTRUM T-4A 
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I’ve been framed! 


“I thought they'd have a postage 
meter in this branch, like I had in the 
home office. But it’s the old lick and stick. 
Slow. Messy. 1 think I'll transfer back!” 
e Now there’s a postage meter for 
even your smallest branch! See PB’s 
little Model D M,a low-cost desk model. 
A third of its users spend less than $1 a 
day in postage! 
¢ The DM prints your postage as you 
need it forany kind or class of mail. You 
always have the right stamp value on 
hand. Saves time and postage, gives 
you company-wide postage control. 
And metered mail takes less handling 
time in the postoffice, can often catch 
earlier mail trains and planes, 


: PITNEY-BOWES 
@Postage , 
~ Meter * 


Offices in 107 cities in U.S. and Canada. 


¢ The DM 
stamps envelopes — other models do 
both simultaneously. And it protects 


meter seals as well as 


postage from loss, damage, misuse; 


does its Own accounting. 

¢ It also provides parcel postage on 
special gummed tape, with a dated 
postmark. Prints your own postmark 
ad, if you like. 

@ No minimum volume of 
required; anyone can easily use a DM. 


mail is 


e There's a postage meter model, hand 
or electric, for every office. Ask the 
nearest PB office to show you, or send 
coupon for free, illustrated booklet. 


FREE: Handy desk or wall chart of new Postal 
Rates, with parcel post map and zone finder. 
i 


. ae : 

—_—— . : 
YOUR “ 

AD r 4 

HERE hr 


PITNEY-BoweES, INC. 
3458 Pacific St., Stamford, Conn. 
hooklet 


Send free } Postal Rate Chart to 


= Nan 


Addre ‘S$ 
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JOB DESIRABILITY) 


/ 
/ 


at a moment's notice to carry out a 
work assignment. 
Keep these criteria in 


you are recruiting. Interview your pros- 


mind when 
pects to screen out those you obviously 
don’t want. When you have narrowed 
your final selection down to a few can- 
didates who are family men, meet the 
wife so that you can determine, as best 


Cut Your . 


Mailing 
Costs! 
with the Model No. 6 


This portable table SAX 
MAYER Model No. 6 is 
especially adapted to tie 
letter mail also de- 
signed for general pur- 
pose tying of bundles in 
any sequence up to 6 
high without adjust 
ments. Adjustable 
and casters available at 

a small additional cost. 

All SAXMAYER tyers 

are noted for SAFETY 

- automatic releases where needed; 
interchangeable; not only attractive 


legs 


fully automatic, speedy, firm, non-slip ties, economica 


us prove it on our trial basis. 


SIMPLICITY all 


you can, how she feels about putting 
up with the job’s disadvantages which 
may include getting supper at odd 
hours, being miles away from mother, 
having to make new friends, fight new 
landlords and bargain with strange mer- 
chants. 

If the wife appears, in your judg- 
ment, to be the kind who will give to 
her husband full support in his new job, 
greatly im- 
The 
that 
invested in 


then your chances have 


proved that he'll stick with you. 
feel more confident 


company can 


its money will be wisely 
productive 


fool- 


training this man for a 


career in its service. This is no 
proof system to prevent you from losing 
$500 to $20,000 on trainees who quit 
after a few months of non-productive 
employment, but it certainly can help 


to minimize your losses. 


Model 
No. 6 


working parts are 
EFFICIENT 


time. Let 


appearance but also 
1 in twine and 


WRITE DEPT. J 


NATIONAL BUNDLE TYER CO. « 


Blissfield, Michigan 
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How to persuade a 
man to read a memo 











1. BRIBE HIM TO READ A SLOPPY MEMO 


Better yet, don’t send out sloppy inviting and easy-to-read 


on clean. 
memos, Be sure that they re clean. inviting Hammermill Mimeo Bond. 


2. USE HAMMERMILL MIMEO-BOND 
You'll like it for what it doesn’t do. 
Lint free, it doesn't clog the 
It doesn’t feather when you write on 
it. And because of 


mimeographed bulletins and messages. 
Hammermill Mimeo-Bond does give 
you up to 2,000 clean, readable copies 
from a single stencil. Seven handsome 
colors, plus bright white. Hammermill 
Paper Co., Erie, Pa. 


USE HAMMERMILL MIMEO-BOND 


to get your messages read 


For More Information Circle No. 257 
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stencil. 


its unique “air- 
cushion” surface. it doesn’t leave 
messy “set-off” on the back of your 





STEVENSON & SMITH, INC. 


LEADING MANUFACTURERS 
OF 


INTRICATE, ACCURATE, ECONOMICAL 
SPECIALTY 
MULTI-PART BUSINESS FORMS 


and 


MARGINSORT 


a, 
Ww 


CHECKS 


Stevenson & Smith, leading business forms 
manufacturers and business systems creators, 
are represented, coast to coast, by out- 
standing Business Forms dealers and systems 
analysts .. . 


*Registered 


Write for name of your nearest Stevenson & Smith representative. 


STEVENSON & SMITH, INC. 


OQ 


39 Lackawanna Place 
Bloomfield, New Jersey 





A Bookkeeping System 
for Doctors 


DOCTOR’S bookkeeping system, 
designed around a desk model 
bookkeeping machine, has been found 
effective after extensive tests in doctors’ 
offices. A preliminary survey by Na- 
tional Cash Register Co., found the fol- 
lowing basic records appearing in one 
form or another in all systems: 
|. Patients’ Treatment or 
Record. 
2. Appointment Sheet, or Book. 
3. Daily Log. 
4. Patients’ Ledger. 
5. Monthly Statement. 
Except in rare cases, bookkeeping en- 


History 


tries are never made on the patients’ 


history record and rarely in the appoint- . 


ment book. These are separate records 
of various sizes and shapes, generally 
M. WILLIAM HALL, M.D 


11 €. Main St 
Any City 


Vg W Commerce 57, 


SPECIAL EXAMINATION 


2. MEDICATION 


Ne 1205 
ATE 5/10/60 


KEEP THIS 
|) RECEIPT 
OC | FOR YOUR 
6. X-RAY j | INCOME TAX 


7. \AB FEE : | RETURNS 
MISCELLANEOUS 


3. HOSPITAL VISIT 
HOUSE CALL 
OFFICE CALL 


x w Vv T s 
HARGE FOR THESE SERVICES $ 4 
AMOUNT PAID $ 
NEXT APPOINTMENT DATE 5/27/60 
TIME. 3:30 














Three-part fee ticket, most important part 
of the doctor’s accounting system. 
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DID YOU LOCK / 


the Sabo? 


Sure you did. You, or someone in your 
office, locks the safe evéry evening. But if 
it's an old safe—if it doesn’t carry an 
Underwriters’ Laboratories label—you - 
might .as well leave it* open. Locked ‘or 
open, it won't protect your records from a 
severe fire. And 43 out of 100 firms 
losing their prime records in a fire never 
reopen. Play it safe—with a Meilink A 
label safe. There is no safer safe in the 
whole wide world. See your Meilink dealer 
or write for folder to Meilink Steel 

Safe Company, Toledo 6, Ohio. 


with MeuuK th Ln keeps 


Most complete line of safes and insulated products 


Meilink Steel Safe Co 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files, 


Name 
Company 
Street Zone 


City State 
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Two NEW Teletype tape 


More uniform work loads, greater accuracy, lower cost, 





TAPE PUNCH 


Teletype Model 28 
Typing Reperforator 


TAPE READER 


Teletype Model 28 
Transmitter-Distributor 
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units speed work, cut costs 





faster handling, greater operating efficiency in: 


® sales, sales analysis, warehousing, accounting, purchasing, production control, 


shipping, receiving, manufacturing; 


® communications, data processing, automation and paperwork simplification. 


These new punched tape units offer 
you the opportunity of extending your 
communication and business systems 
into new departments at a relatively 
low cost. They can be used individually 

. or in combination with other Tele- 
type equipment .. . or with such 
business machines as computers, calcu- 
lators and card punches. 

All advanced Teletype Model 28 
features—operation at 100 words per 
minute, handsome styling, compact- 
ness, extremely quiet operation, mod- 
ular design, metal clutches that require 
oiling only once or twice a year. 


TAPE PUNCH ¢ The Teletype Model 


28 Tape Punch is a receiving unit— 

for message relaying in communication 

systems integrating data from 

several sources into a single tape . 

monitoring .. . by-product tapes. 

Features and Specifications: 

1. Receives incoming sequential signals and 
translates them into punched code com- 
binations in tape. 

2. Types corresponding characters on the 
tape. 

. Provides facility for parallel-wire output 
of incoming signals, with simultaneous 
punching of tape, for control of external 
equipment. 

Speed 100 wpm (or lower speeds where 
required for compatibility with existing 
systems). Produces chadless agg armed 
punched) 5-level code tape, !!4," wide. Prints 
on tape. Dimensions, a compact 919" high, 
13” wide, and 141," deep. 


TAPE READER ¢ The Teletype Model 
28 Tape Reader is a transmitting unit. 
When punched tape is fed into the 
unit, it ‘“‘reads’’ the code combinations 


and automatically sends them to ‘their 

destination. Serves as a sending unit 

in communications systems . . . read- 

out device for business machines . 

control mechanism for automated 

equipment. 

Features and Specifications: 

1. Translates code in perforated tape into 
electrical impulses for sequential trans- 
mission. 

2. Translates code in perforated tape into 
electrical impulses for parallel-wire trans- 
mission. 

3. Receives electrical impulses from external 
parallel-wire source and translates them 
for sequential transmission. 


Operates at 100 wpm (lower if required). 
Handles chadless or fully punched tape. 
Dimensions 614" high, 9” wide, 16” deep. 


MORE INFORMATION « For de- 


scriptive literature on the new Punch 
and Reader—or other units in the 
Teletype Model 28 line—please write 
to Teletype Corporation, Dept. 30J, 
4100 Fullerton Ave., Chicago 39, Ill. 


b 5. r =. 

—“S— 

Soe 
Ne 


+ 


1 


Model 28 PRINTER, Model 28 PRINTER, MODEL 28 ASR 
SEND & RECEIVE RECEIVE ONLY COMPOSITE SET 


TELETYPE 


; ¢ r% wT 
'*% FS 3 ww FN 


sussioiary or Western Electric Company ww 
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Don't ae your back 


digging up buried information! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files. 

BEAUTIFUL APPEARANCE—Finish in attractive 
Olive green to match your regular office files 
STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well 

SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling 


Legal Size $4.55 


Letter Size 


$3.70 


Prices slightly higher 
in Texas, Colorado, 
West of the Rockies and 
outside the USA 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y. 


For More Information Circle No, 348 
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' Check Size $2.50 


designed to suit the personal taste of 
the user. The history record is gener- 
ally filed alphabetically so that it may 
be found quickly when the patient calls. 
The appointment book is a conventional 
schedule of a day’s activities. The daily 
log identifies the patients treated dur- 
ing the day, sometimes itemizes services 
rendered, and 
Money received from patients who pay 
cash and payments on account received 
in the mail are also listed in the log. 
This information is sometimes dupli- 
cated in a receipt book. 

Entries in the daily log are 
transferred to the patients’ ledger. 
Charges and payments must be posted 


details charges. made. 


later 


and the patients’ new balances figured 
in whole or in part either daily or be- 
fore statements are sent out. At the 
end of each month the balances for 
patients are copied on statements from 
the individual and 
mailed. 

Posting the daily log, 


ledger records 


patients’ ledger 


© DOCTOR'S DAILY REPORT 


oare 
may 10 hall 
= PATIENTS: ACCOUNT S PECEIVABLE 
| PREVIOUS TOTAL OUTSTANOING 102 
FEES CHARGED TO PATIENTS ACCOUNTS TODAY i 
RECEIVED ON ACCOUNT TODAY A 
2 





75 
28 
67 
3 


. 
0 
6 
6 


° 
0 
t+) 
TOTAL OUTSTANDING To-OATE : iGz3656 
ai CASH STATEMENT a 
CASH FEES COLLECTED TooaY r TH ts] 
\ & RECEIVED ON ACCOUNT TODAY 16700 
? Pare OvT TooaY 5 ° ° 
19800 


TOTAL MET CASH (BANK DEPOSIT 


7 ACTIVITY TODAY 
FEES CHARGED TO PATIENTS ACCOUNTS 
CASH FEES COLLECTED 


+ wom ine J 2800 
+ from Line 8) 260 


TOTAL FEES FOR TODAYS SERVICES 16000 


‘ 


| Condensed daily report shows doctor’s fi- 
nancial condition and activity. 
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paper quality 


Whether it’s for ledgers or for 
lithographing . . . or for scores of other 
uses ... Nekoosa makes a paper for 
every business and for almost every 
business requirement. Are you using 
Nekoosa Papers now? If not, discover 
for yourself why they are among the 
largest selling papers in America. 


(ie pays t0 
plan with ra 
printer! : 


/ 
J 
—— 


NEKOOSA-EDWARDS PAPER COMPANY 
Port Edwards, Wisconsin 
Mills at Port Edwards and Nekoosa, Wisconsin, and Potsdam, New York 
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PATIENT'S LEDGER 


James Martin 
211 W. Commerce St 


Any City 


NAME 
ADDRESS 


DATE DEBIT CREDIT 


APR 29 60 
MAY -3'60 
MAY =3'60 
MAY =7°60 

10°60 


5 
92 
2 
zz 
MAY ie) 


ie] 
.¢] 
ie) 
ie) 


1, 
L u 


UC 


SHEET NO. 1 


Here are all figures 
for a complete au- 
dit. Fee ticket 
number appears 
alongside the date. 
A trial balance of 
accounts receivable 
should be made 
each month and 
verified by the 
doctor. 


BALANCE OLD BALANCE 





—_—_——__ ~~" ~mr’ eee 
and monthly statements by hand re- 
quires duplication of work by the doc- 
tor’s aide. She actually has to write the 
records three times to get the job done 
once. 

First, she must write the patient’s 
name, service rendered, and amount of 
the charge on the log. Practically all 
this information must be copied on the 
patient’s ledger card. Copying figures 
creates mistakes and wastes more time. 


Illegible figures result in balancing prob- 
lems and often cause mistakes in both 
patient’s ledger and monthly statements. 
Statement time creates an extra heavy 
workload. To itemize all patient’s state- 
ments as completely as desired means 
doing the entire month’s 
again. 

No the 
aide works to get the job done, there 
that it is 


work ove! 


matter how hard doctor's 


is no assurance accurate or 





NOW! 


at a fraction of the cost! 


Inexpensive Typewriter Composition That 


Looks Like Expensive Typeset Printed Matter 


CAN 


Now - your typewriter is more usef 


Your ‘“‘copy’’ Look Like This Your “copy” 


than ever. Anything that is now set 
Pp im type can be well reprodu 
typewriter cormposition, and JUSTIFIEI 
s that regular type-set pr 
irmulated. Regard 

f reproduction -- whether for 
newspaper, an elaborat 

a simple offset, m 

hektographed bu 

now offers yo 

savings than ev 

two columns sh 

line for line. ¢ pare 

how perfectly the MARGINATOR evens 


up the right-hand margi right-hand 


Nou 


TYPING that looks 
like PRINTING — 


Looks Like This 


perfectly the MARGINAT 


margir 


Write for Free Illustrated Folder 


MARGINATOR COMPANY, 


1121 W. Magnolia Ave., Burbank, Calif. 
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NOW—INSTANT COPIES | 


. 
4 


FROM BIGGER ORIGINALS 


twice as fast 
as other 
photocopiers 


the new 


CORMAC 
CORONET 


takes copy up to 18 wide by any length 


The Cormac Coronet is the only high-speed 
photocopier with 18% inch throat—full news- 
paper width plus 334” to spare for easier han- 
dling. And on length... no limit whatsoever. 
Takes smaller sizes, too—up to 2500 standard 
8%” x 11” originals in one eight-hour day 
With Cormac’s micro-dial control, anyone can 
produce instant, quality copies with everything 
you can see on the original in sharp detail. 


Built with the same precision and styling that 
have won acclaim for other Cormac models 
everywhere. Carries the same lifetime guaranty 


For a free demonstration in your office mail 
coupon today. No obligation, of course 


CORMAC 


PHOTOCOPY CORPORATION 
80 Fifth Ave., New York 11,N.Y. ORegon 5-9310 





Engineered for High-Speed Copying in 
Volume 


Operates Under Any Light Conditions 


Other Models, Including the Nation- 
ally Famous Corvette, From $149. 


seem ee ee ew ee ee ee 
1 CORMAC PHOTOCOPY CORPORATION 
1 80 Fifth Avenue, New York 11, N. Y. 

1 I would like to see the Cormac Coronet per- 
} form in my office on my own work. Please 
i have the nearest Cormac dealer contact me 
to arrange for a demonstration at my con- 
| venience 

1 Name 

1 Company 
| Address 
i 


City State 


TE. fale 


Lew ew mew eee em eee eo 
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If you have an 
offset duplicator 
...and a direct-print 
copying 
machine... 


you need 

EAGLE-A 
TRANSLUCENT 
BOND 


Here’s a master paper that’s a star 
performer two ways! Eagle-A Trans- 
lucent Bond gives you sharper copies 
when used as the master sheet with 
Bruning, Ozalid and other direct copy- 
ing machines. And it prints so well 
on offset duplicating equipment, you'll 
find it perfect for running printed 
forms — for use as masters in your 
copying work. Eagle-A Translucent 
Bond can also be used for preparing 
positive working offset plates. Com- 
pare its performance and low cost! 
Made by the manufacturers of Eagle-A 
Business Papers and available through 
Eagle-A distributors. 


Clip this coupon to your letterhead 


AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT 


Send Free packet of Eagle-A Translucent 
Bond with printed samples and blank test 
sheets: 


NAME_ 





ee icnncinenmaien 
wrrririritrtttttttt 
For More Information Circle No. 325 


complete. Mistakes in copying, illegible 
figures, and the rush to get the job 
done, may result in incorrect statements 
and misunderstandings about charges. 

A survey by an independent group 
showed that 87% of all doctors dele- 
gate the job of preparing and mailing 
bills to a secretary or other business 
employee. A remarkably high percent- 
age of all other accounting and record- 
keeping is delegated. Experience shows 
that the individual carrying the respon- 
sibility for many thousands of dollars 
is more often than not a casual em- 
ployee who has been selected for her 
looks, amiability.or availability. 

In the average doctor’s office virtu- 
ally all record keeping duties are cen- 
tralized in one person who handles 
cash, posting of charges, posting of pay- 
ments, bank deposits, disbursements 
and miscellaneous financial records. 
She also arranges payments with pa- 
tients, makes adjustments and settles 
grievances. The lack of division of du- 
ties is a prime source of worry. Most 
records are kept separately as a rule, 
and very little effort is expended to see 
that they balance properly. In short, 
there is no control and duplication of 
work is heavy. 

“Bookkeeping control” is a term that 
is sometimes used loosely. It refers to 
accounting techniques that will always 
reveal errors. To a doctor, it should 
refer to a bookkeeping procedure that 
would cause a smooth flow of figures 
and information into the records, and 
immediately reveal any discrepancy 
caused by negligence, carelessness, 
ignorance or deliberate intent. 

The handling of cash deserves the 
control. The 


strictest handling of 
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hold over 3,000 marginal-punched 


sheets in easy-to-read, easy-to-use order 


If you file, store, refer to or analyze data tabu- 
lated on continuous forms produced by high 
speed accounting machines you are affected 
by the problem of housing such records in an 
accessible and convenient manner. 

Wilson Jones GrayLine Binders . . . with 
Nylon posts of amazing strength, durability 
and flexibility ... are the answer. 

No hidden entries on any sheets. You can 
read every entry—including data in the center 
margins of all pages—irrespective of position 
or bulk. 

Ask your office supply dealer for a demon- 
stration today. If he can’t supply 
you send us the coupon on the right. 


WILSON JONES 


CHICAGO - NEW YORK - BOSTON - ATLANTA + SAN FRANCISCO 


Available in CANADA through Wilson Jones Company (Canada) Ltd., 


107 Front Street, East, Toronto 1 


No hidd, 
n 


yLine Nylo, 


WILSON JONES COMPANY, Dept. O09 
209 S. Jefferson St., Chicago 6, Illinois 


Please send us complete information about GrayLine 
Nylon Post Binders and GrayLine Business Forms 


Our usual office supply source is 


For More Information Circle No. 252 
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The daily log is 
produced simul- 
taneously with the 
patient’s ledger and 
statement. Dupli- 
cation of work and 
mistakes in copy- 
ing are eliminated. 
Totals of charges 
and payments are 
automatically ac- 
cumulated during 
the posting and 
machine-printed on 
the log to provide 
daily proof of ac- 
curacy. 
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charges to patients’ accounts deserves 
virtually the same control since the 
charges are eventually converted into 
cash. Regardless of whether the income 
is cash received directly from patients, 
in the mail or from other sources, the 
accounting system should enforce strict 
accountability. 

This mechanized system for medical 
men cuts detail work in half, eliminates 


mistakes in copying, provides itemized 
statements without duplication of work, 
provides a daily proof of accuracy, and 
increases collections. It retains the same 
terminology; a doctor’s aide is not re- 
quired to learn anything new about 
bookkeeping. The three basic book- 
keeping records in any conventional 
system (daily log, patient’s ledger, 
monthly statements) are retained. Fee 
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There’s a real piece of 
invisible SCOTCH BRAND 
810 Magic Mending Tape 
on this page— 


FIND IT IF 
YOU CAN! 


Twn the page to 
get a ree Lammple 


? SEPT. 





Did You {ind the Tape WE Put On 2 


It sti at a touch .. . almost disappears on contact with paper 


3 


ATTACH RIDERS LEDGERS 


WRITE ON IT 








YOUR DEALER HAS IT 





’ 7 


7 FILE CARDS 
” <2 





““SCOTCH” BRAND 810 Magic Mending Tape flaps, IBM cards, maps and charts, index and 
mends like magic! Has countless uses in every file cards, etc. “‘ScoTCH”’ BRAND won't ghost 
office, plant or laboratory. Perfect for mending or opaque in copying machines. Won’t shine or 
pages . . . splicing in revisions . . . adding show up in photographs. Never curls, discolors 
attachments . repairing office records. Use or bleeds adhesive. Stays crystal-clear and pli- 
it on any kind of paper where permanence and able indefinitely. You can even write on it with 
invisibility are important to you: books and pen, pencil, ball point or typewriter! Send 
documents, tracings and blueprints, artwork coupon today for free sample roll. 


M ARE REGISTERED TRADEMARKS FOR 


6, MINN Por 99 PARKA new RK ANADA “ 


Miawesora [ffinine ano \ffanuracrurine company 


»- WHERE RESEARCH IS THE KEY TO TOMORROW 


Free Sample sala -3/4.x5 yards 


Mirinesota Mining & Mfg. Co., 900 Bush Avenue, St. Paul 6, Minn. 
I'd like to se¢ how “‘Scotcu”’ BRAND 810 Magic Mending Tape will 
do the job of.. epik piataectominn past Send free sample roll 


STREET 


CITY ‘ , STATE 





tickets and a doctor's daily report form 
are used to simplify procedures and 
condense information as it is accumu- 
lated. 

The fee ticket (page 23) may be im- 
printed to suit the preferences of each 
doctor. It is a three-part, combination 
charge ticket and receipt on which the 
doctor or his aide indicates the service 
rendered and the fee. NCR Paper pro- 
vides three clear, smudge - free copies 
without the use of carbon. The original 
becomes the posting media, the dupli- 
cate is given to the patient, either as 
a memorandum of the charge or receipt 
if payment is made immediately, and 
the triplicate is retained for audit pur- 


THE 


ROL-RACK 


FIVE FEET OF 
SHELF SPACE 
Used By 
Thousands of 
Industries, Schools, 


Libraries, etc. 

U. S. Govt. 
STURDY & DURABLE 
Choice selected 14” 
maple. Sloping shelves 
angled for title reading, 
doweled and bolted to 
assure durability. Side- 
riveted swivel casters by 
Bassick with resilient rub- 
ber tires. Rolls smvothly 
with a full load. 


Walnut Finish or 
Natural Wood Finish 


$2” long, 13” deep, 
31” high. 


14” between shelves 


CATSKILL CRAFTSMEN, INC — 


2 West 45th St., New York 36, N.Y. 


$ 4950 


poses. A daily adding machine listing 
of all the fee tickets should 
with the total of the charges and cash 
payments. 

Fee tickets give the doctor control 
over the system without requiring him 
to do any bookkeeping himself. The 
tickets provide a systematic way of 
handling all transactions, him 
that every patient will be charged the 
right amount, and give him a means of 
checking the records as often as he 
sees fit. Fee tickets encourage patients 
to pay cash, eliminating accounts re- 
ceivable bookkeeping. They inform 
each patient of the fee when he re- 
ceives the services, eliminating unneces- 


balance 


assure 


ATTENTION 
It’s here—a mobile office 
unit—New, Functional. 
o o ott rolls 0 0 o 


F.O.B. Factory 
Stamford, N. Y. 
Weight 49 Lbs. 


A Subsidiary of The Grolier 
Society, Inc. Publishers of The 


Book of Knowledge and 
Encyclopedia Americana. 


For More Information Circle No. 326 


Tue Orrice—September, 1958 





muscles of 


MYLAR 


make 
Columbia’s 


XECU-TRPE 


TRADEMARK 


“Mylar,” DuPont's super-strong, 

va ae 50 super-sheer polyester film, puts the 
muscles in Columbia’s new 

Execu-Tape M-50 style ribbon, the 


the strongest new carbon ribbon that actually 


, defies breaking, tearing or ripping by 

carbon ribbon any business machine. Execu-Tape 
M-50 calls an emphatic halt to costly 

ever developed ribbon-fixing interruptions oa keeps 
your machines breezing along. Ribbon 
changes are reduced, too. 
Execu-Tape M-50 is the longest 
carbon ribbon of its diameter there is. 


In addition, Execu-Tape M-50 
creates typing that challenges 
detection from actual printing: its 
rugged sheerness encourages the keys 
to transfer all the carbon to the 
typed page. You'll witness a sharpness 
of write that unmistakably says 
“executive” correspondence. And 

EXECU-TAPE M-50 masters—for offset, hectograph and 
STYLE RIBBON BY ost copying processes—are sharper, 
surer, more masterful! 


*DuPont Reg. T.M 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON AND CARBON PACIFIC, INC., DUARTE, CALIF 


For More Information Circle No. 243 
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Sary inquiries at some later date. 

At first glance it appears that posting 
all three records at once is a savings 
of two-thirds. However, since state- 
ments still have to be headed with the 
addresses of the patients, and balances 
brought forward, a three-part statement 
is recommended to reduce the usual 
monthly job of heading up statements 
and transferring balances to a quarterly 
one. Three-part statements also provide 
an automatic signal for collection fol- 
low-up. When the last’ copy is mailed, 
a collection signal can be placed on top 
of the ledger card or a notation made 
to send a collection letter. 

Any person who can use an adding 
machine can learn to use the posting 
minutes. Itemized 


machine in a few 


STATEMENT 


M. WILLIAM HALL, M0 
1) €. Mom St 
Any City 




















Accurate statements are ready to mail im- 
mediately at month’s end. 
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How To Get Things Done 
Better And Faster 


BOARDMASTER VISUAL CONTROL 


‘- Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

‘ Simple to operate — Type or Write on 
Cards, Snap in Grooves 

- Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

\ Made of Metal Compact and Attractive. 
Over 250,000 in Use 


Full price $4gso with cards 


FREE 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N.Y. 
For More Information Circle No. 345 


) A MODEL FOR 
‘= © © _ every purpose 





24-PAGE BOOKLET NO. F-500 
Without Obligation 











[PO serene seen 
| The most 
aes Tell 


MONS censes 
S$ sight 


your story better 
with an Oravisual easel. 
2 You have 26 
— _ choose from. Write for 


free 24 


models to 


page cataiog. 


ORAVISUAL CO. 
Box 11150 
St. Petersburg 33, Fla. 


For More Information Circle No. 346 
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NOW 


fee completely automatic multiplication 


ee at conventional adding machine cost 


———"addo-x" model 2341 E automatic multiplier 
8 with————— fast fast ————_ fast ———_completely automatic multiplication 
8 priced ———_low——_—_low low morre than a conventional adding machine 
® yOu———— - save save ————_with this truly unique adding machine 


for details phone, wire or write”"addo-x inc’, 300 Park Avenue, New York 22, NY, PL 5-5420 
For More Information Circle No. 234 
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new———"addo-x” model 2341E automatic multiplier 


@ with—————_ fast ————_ fast fast completely automatic multiplication 


® priced ———low———_low low no more than a conventional adding machine 
@ you—--—— — save ———— save ———_—— ———-with this truly unique adding machine 


for details phone, wire or write"addo-x inc’, 300 Park Avenue, New York 22, NY, PL 5-5420 


For More Information Circle No. 234 
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This Baltimore Business Form 
—Order, Invoice, Delivery System— 


in One Compact Salesbook! 


Write order, invoice, accounts receivable, 
delivery receipt and auditing copies . . . all 
at one time. Get many of the advantages of 
automation with none of the expense. 

Bound into easy-to-handle books, with 
pre-inserted one-time carbons, salesman 
merely writes order and all necessary copies 
are done! For positive accounting control, 
you can have your choice of regular con- 
secutive numbering or combined book and 
check numbers. 

Many other time and money savers avail- 


able. Have your Baltimore Business Forms 
Representative check your operation for 
new cost-cutting methods, through better 
business forms and planning. 


Call or write for FREE samples 


Free samples and recommendations are 
yours on request, no obligation. Look in 
the Yellow Pages under “Business Forms” 
or “Sales Books,” or write direct to: THE 
BALTIMORE BUSINESS FORMS COMPANY 
3144 Frederick Ave., Baltimore 29, Md. 


Baltimore Business Forms 


(Division of THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 
For More Information Circie No. 304 


Tue Orrice—September, 1958 





statements are an automatic by-product 
of the daily posting. Each charge is 
listed and identified with a descriptive 
symbol so patients can see what each 
charge is for. All statements are com- 
plete and ready to mail immediately at 
the end of the month. 

Itemization and description of 
charges on statements is one of the 
most appealing features of the system. 
Listing and describing each charge sepa- 
rately emphasizes individual treatments 
rather than the total amount of the bill, 
thus inquiries patients’ 
complaints. 


reducing and 


The doctor's daily report gives up- 
to-the-minute figures on the financial 
side of his practice in a convenient torm 
The re- 
port is produced on the machine fol- 
lowing each day’s posting by 


for easy reference and filing. 
taking 


MP-Jr, streamlined 


COIN CHANGER 


USED BY 1/3 OF NATION'S 
BANKS 


Makes change 
more easily Enhances 
beauty of bank. Sturdy 
aluminum with handsome { 
hammertone finish.* Re- / 
movable tray with inside | 
storage box. Ca- de 
pacity $125 — 

pennies through 
half-dollars. Size 

8" x 10" x 6/2". 

Weighs 9 Ibs 

Rubber feet pro- 

tect counters. 
Trouble free. 
Guaranteed. 


*NOW! 


in choice of 
4 decorator colors: 


Tan, blue, green, and silver-grey. 


faster, 


Write for descriptive catalogue and nearest dealer 


Modern Products... Moderate Prices 


METAL PRODUCTS ENGINEERING, INC. 
Dept. 0, 4000 Long Beach Ave., Los Angeles 58, Calif. 
For More Information Circle No. 323 
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the previous total outstanding from the 
accounts receivable control 
the current day’s figures from the daily 
log. The doctor has a nutshell picture 


card and 


of patients’ accounts receivable; cash 
statement for that day, including cash 
fees collected, payments received on ac- 
count and petty cash paid out; and ac- 
tivity figures for the day including fees 
charged as well as collected. 
Variations in the handling of trans- 
actions are possible with this system. 
For example, if a doctor wants his pa- 
validated 


tients to receive a 


when they leave the office, this detail is 


receipt 


easily worked out. Receipts can be de- 
signed to show a patient his balance 
due to date, and posting can take place 
while the patient waits. This particular 
method is somewhat slower but is avail- 


able if a doctor desires it. 


Eliminate 
Dangerous, 
Messy 
Wires 


Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 
In Lengths of 4, 5, 6 and 10 ft. 

No Installation Necessary. 

U.L. Approved 
Write for FREE Circular O-ED58 


CMG INDUSTRIES ° IDEAS, INC. 


214 Ivinson Ave., Laramie, Wyoming 
For More Information Circle No. 324 





Ribbons? 


Be Just as Proud of Your Erasing 
as You Are of Your Typing! 


Lucky you, if you’re using an electric 
machine or any other, for typing dis- 
tunctive, beautiful impressions through 
carbon paper ribbons! 


Erasing's so quick, so clean.. 


JUST TWO EASY STEPS WITH 
THESE SPECIALLY-SUITED 
WELDON ROBERTS ERASERS! 


<4 1 NO. 448 GREEN GLOW 


Removes surface carbon to prevent 
smearing. Soft green rubber encased 


Gow} 


in spiral paper wrapping with pull 
string for easy repointing. 


2 NO. 3650 GRAYPOINT & 


Removes the final image Wood- 


A SOPY a 00+) DEmcsL wnae. 


cased eraser with quality gray rubber 
core. Easily repointed in any pencil 
sharpener or with a knife. Hex- 
agonal; won't roll off your desk. 
With whisk for brushing away eraser 
crumbs. 





The Graypoint Erasers are also 
superb for erasing impressions typed 
through fabric ribbons. 


FREE SAMPLES 
Write us on your firm's letter 
head for free samples of these 
Weldun Roberts Erasers, Please 
mention *“*The Office’’ and name 





falcon, Plater GAR PetAE Eraner 3650 WHISK 





of your dealer. 








WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 
For More Information Circle No. 396 
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OFFICE AUTOMATION by R. Hunt Brown. 
Automation Consultants, Inc., 155 Fifth 
Ave., New York 10, 500 pp., $75. 

A classified loose leaf book on elec- 
tronic data processing with information 
on new equipment and techniques. Above 
price includes monthly updating service for 
a year. A companion loose leaf book, “Of- 
fice Automation Applications,” contains 
over 50 case studies of working installa- 
tions in more than 600 pages, and also 
costs $75 with a year’s updating service. 


SELECTING, PLANNING & MANAGING 
OFFICE SPACE by Beryl Robichaud. 
McGraw-Hill, 330 West 42nd St., New 
York 36, 376 pp., $8.50. 

Drawing on the actual experiences of 
many companies, this book covers all 
phases of the subject from finding the best 
location for the office, and deciding 
whether buying, building, or renting will 
be most economical, through to cleaning 
and maintenance methods. Includes solu- 
tions to such problems as how to deter- 
mine amount of space needed, how to 
plan the layout for personnel and work 
flow, how to set furnishing and decorating 
standards, and how to move with the least 
disruption of service 


PROCEEDINGS: EXECUTIVE PRACTICES 
& METHODS. H. B. Maynard & Co., 718 
Wallace Ave., Pittsburgh 21, 363 pp., $10. 
Proceedings of the first annual seminar 

sponsored by the University of Miami and 

H. B. Maynard & Co., management con- 

sultants. Contains the illustrated texts of 

20 papers on setting management objec- 

tives, the decision-making process, organ- 

izing to carry out management's objectives; 
motivating, communicating and measuring; 
developing future managers. 


79 


(Continued on page 124 


THE Orrice—September, 1958 





HAPPY FANNY says: 


Bovco Ventilated (Chars 


. . . the new experience 

Gx ARs in modern office seating 
a \\ ~\\ NLS . . .— nase 

Mele * more comfort ¢ longer wear ° less cost 
AM WS 

See them at the National Stationery and Office Equipment Assoc. Show 


Sept. 27, 28, 29; Conrad Hilton — Booth 308W - 309W 


2A Sa 





ot ee 
Posture Arm Chair 
Spring action back 
6 adjustments 


ES-45A ... 


Executive Arm Chair 


1" tubular steel. mirror-like chrome. At- 
tach on standard 16" stud centers. 


Single Shelf Length Double Shelf 


Floor stands for 36'', 48'', 60°’, and 72'' costumers. 
elf, No. 236— Sturdi Hangers extra—open or closed hook. 
Ss. 


Double sh 
Ask your dealer or write for information. 


36"', $14.9 


For More information Circle No. 202 


BE AVE | . ) PRECISION MANUFACTURING COMPANY 
4 A 831 Chicago Avenue, Evanstoh, Illinois 





B.C. Allen 53 \/\somatre 


llen expresses you 


Allen expresses you 


eta nt he pa 
TO 
TO YOUR 3 


LETTERS: 





select your own type 
from R. C. Allen's 35 styles 


Every letter you write can express individuality at a glance! 
Equip your secretary with an R. C. Allen VisOmatic Typewriter 


with your choice of 35 type styles. Your letters will identify: you 


immediately as (olplomme) th amelilelitenme)i Meliil-lasme i dlelieimmeliiie-tael-lelel; 


with any ol av Alm iilelel-laitmetellelametelileliilsliteli Gel | Vie) t am lolere] mre l-te 1-14 
for today's preferred typewriter R. C. Alien. Full color folder 


and type style selector freé on request 


R.C. Allen Business Machines, Inc. 


668 FRONT AVE., N. W., GRAND RAPIDS, MICHIGAN 


yeNefol tale Maicr-Colalial 1 Mat Mme Val-th'2-10-Me- tale =lele).d.¢-1-Jollale Mii 4t-lolallal-1- Mae Ma @r-t Jala d loll -3¢-1a- man 
BOs el 3 aah lee es bite lale Moll | 1-0 @F- Ug ololaMind-lel-lalt tele Ml a dlelelolal- War Vigel a baa lal-b4a* lanl jah c-] 


For More Information Circle No. 299 
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"It copies anything ...in 12 seconds! 


...and the developing agent 


lasts a whole month!” 3 


Here it is... Copycat’s new deluxe wall model— 
world’s fastest photocopier at any price! 


Thanks to an exclusive new Copycat 
development, you can now have sharp 
picture-like copies of anything printed, 
written or drawn, finished and ready-to- 
use in 12 seconds! 

The key to this speed and quality is 
Copycat’s patented spray process —a 
process so startling that the machine 
can be used every day for a month or 
more without the need to change its 
developing agent. And since you never 
have to “warm it up” or clean its belts, 
Copycat runs practically unattended, 
is always ready for use. 


Copycat corrorarion 


Add to this the space-saving wall 
mount feature — a benefit you can take 
or leave because you can remove Copy- 
cat and carry it from desk to desk, from 
job to job, without fuss or bother. 

If you've been less than satisfied with 
copying machines...tired of slow ma- 
chines .. . fuzzy copies . . . messy devel- 
opers .. . you owe it to yourself to see 
the new Copycat. Copycat is four times 
faster than any other photocopier and 
its developer lasts five times longer. 
Write or phone for a free demonstra- 
tion in your own Office today. 


you can’t 
damage 
& originals 


215 Fourth Ave., New York . Phone: ORegon 4-5582 


For More Information Circle No. 290 
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poe ee eee | DUPLEX 


ELECTRIC 
CALCULATOR 


felanig 


THE 
EXTRA 


“aM , 


REGISTER 


UNRIVALED FOR PAYROLL, BILLING, ANALYTICAL AND STATISTICAL WORK 


| PLUS I Saves time, increases production, reduces errors 
—yet costs less to own, less to operate than 
| RAPID ADDERS some ordinary single register calculators. 


MANUAL CALCULATORS Extra ‘“‘Memory” register for automatic grand- 
and net-totals. Direct automatic addition to or 
SIMPLEX ELECTRIC 


CALCULATORS electrified subtraction from the front dial. Auto- 
DUPLEX ELECTRIC matic rounding off to the full cent. 


CALCULATORS Control Systems, Inc. 

TAXIMETERS PLUS COMPUTING MACHINES DIVISION 

TICKET MACHINES 5 Beekman Street, New York 38, N. Y. 
REctor 2-0045 

& SYSTEMS 


Representatives in Principal Cities 


subtraction from the rear dial. New, simpler, 





For More Information Circle No. 293 
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Only Office Valet Units provide an efficient, com- 
pletely flexible space-saving and sanitary system 
of storing employee “wraps.” They will double 
lockerroom capacity, and can be fitted into any 
available space near point of work. They keep 
wraps out in the open, spaced apart, aired, dry 
and “in press.” 

Office Valets accommodate 3 persons per sq. ft. 
of floor space. They are functional and modern 
in design, are beautiful in new baked enamel fin- 
ishes and are built for lifetime service of strongly 
—- and reinforced heavy gauge furniture 
steel. 





3U-4 Office Valet Rack. 4'3"* 
long — capacity twelve coats 
and hats, overshoes and um- 
brellas. 3U Valets available 
in any length 3'3'' and longer 
by the foot: 


$-6 Office Valet Costumer. Six 
spaced hangers—six individ- 
val hat spaces—and umbrella 
rack. Ideal for private offices 
ond reception rooms. 


No. 342 Valet Wall 

Rack mounts directly on any 
available wall space. 3, 4, and 
5 ft. units interlock to make con- 
tinuous racks of any length. 


2U-4. This attractive 4-ft. 
double-faced unit 
accommodates 24 people. 


Exclusive Office Valet Design Features 








Tue Orrice 


Hats rest on high 
embossed ribs in 
spaces individual- 
ized by even higher 
cross ribs. Shelves 
slotted to permit 
drying and prevent 
dust accumulation. 








Shelf bracket has 
new wide box de- 
sign and receives 
shelves from either 
right ar left sides. 
Shelves snap-lock 
rigidly into posi- 
tion to make racks 
of any length. 


Manufactured only by 


VOGEL-PETERSON CO 


The forward edges 
of shelves are 
smooth wide 
closed face chan- 
nels. Forward ends 
of bracket arms 
provide slightly 
over-lapping ra- 
dius facing. Valet 
equipment always 
has a custom made 
appearance. 





Add-on feature as- 
sures not only 
maximum effi- 
ciency today but 
for future expan- 
sion or alteration 
as well. Exactly 
matching 3’, 4’ and 
5’ sections assure 
perfect fit in all 
situations. 


Sold b 
deal 


For More Information Circle No. 230 


September, 1958 


Write for 
Bulletin OV-10 


office equipment 
rs everywhere 


@ 1121 West 37th Street © Chicago 9, Illinois 








The Photostat® Masterlith Offset Duplicator, Model 1115 


Albany - Atlanta - Austin - Berlin, Wisc. - Binghamton - Boston - Bridgeport - Brownsville - Buffalo 
Chicago - Cincinnati - Cleveland - Clifton - Columbus - Dallas - Dayton - Denver - Des Moines 
Detroit - Gorham - Harrisburg - Hartford - Houston - Jackson - Kansas City - Little Rock - Los Angele 
Louisville - Memphis - Miami + Milwaukee + Mobile - Muscatine - Newark - NewYork - Oakland 
Oklahoma City - Philadelphia - Phoenix - Pittsburgh - Portland - Providence - Rochester - Sacramento 
Salt Lake City - San Diego - San Francisco - Seattle - Shreveport - Springfield - St. Louis - St. Paul 
Tulsa - Washington - Wichita - Winston-Salem. The Whitin Masterlith Duplicator is sold and serviced 
Canada by Gestetner (Canada) Ltd., Toronto 


BEFORE YOU BUY ANY OFFSET DUPLICATOR, SEE THE PHOTOSTAT MASTERLITH 
For More Information Circle No. 364 
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LOOK, BOSS, 
NO TOOLS! 


Fewer set-up adjustments, by far, are required by the 
Masterlith Offset Duplicator, and those remaining can be 


made entirely without tools. This is one of many reasons 


why the Masterlith fits so well into an office duplicating 
department. Even the inexperienced office girl, with a few 
days’ on-the-job instruction (provided free by Photostat 
Corporation) can turn out volumes of quality printed 
material or systems work. 

You owe it to your organization to see the Masterlith, 
“Finest Offset Duplicator in the World,” and also the 
easiest to operate. Ask your local Photostat Corporation 
Sales and Service office for a demonstration 


PHOTOSTAT CORPORATION 


P.O. BOX 1970 OF, ROCHESTER 3, N.Y. 
PHOTOSTAT Is THE TRADE MARK OF PHOTOSTAT CORPORATION 


For More Information Circle No. 364 


September, 1958 











MAKERS OF THE WORLD FAMOUS 
PATENTED “‘STA-CLEAN”™ METALLIK 


PROTI TIVE-COATED MASTER UNITS 





A reputation can not be bought. It must be 
earned. 


We have earned ours by strict adherence 
to these rules: 


¢ Set one standard, but set it HIGH 

¢ Serve one trade, but serve it WELL 

¢ Make one product, but make it BEST 
-_ 


SPECIALIZING IN MASTER UNITS 
SPIRIT & HECTOGRAPH CARBON PAPERS 


SUPPLIERS TO DUPLICATING SPECIALISTS EVERYWHERE 


bis 
tHE RIBBON AND CARBON MFG. CO., INC. 
GENERAL OFFICES AND FACTORY 
HARRISON, NEW JERSEY, U.S.A. 





For More Information Circle No. 201 
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an all-automatic photocopyer 
...the new DRI- 


You'll ‘““OOH"’ when you see what the 
DRI-STAT ‘200’ offers you: 


Makes sharp, black-and-white copies of 
anything written, printed or drawn. 


Takes less space than a typewriter. 
Anyone can run it. 
Works in normal office light. 


First truly automatic photocopyer priced 
under $350. 


PREE......»1. 


Ask for this informative, un- pes 

biased fact-folder, “Office ie Pa 

Copy Machines and How to 

Choose the One to Suit Your 
Needs.” ictal 


a 





PEERLESS 
= 








City 


eS ee 


ee 


STAT ‘200’ 


The DRI-STAT ‘200’ copies any papers up 
to 9 inches wide, in any length. It pays for 
itself in the time it saves. It copies the orig- 
inal and eliminates proofreading. Ask us to 
demonstrate it before you accept any sub- 
stitute system. 


AUTO-FEED, an exclusive, automatic paper 
feed is optional. Dri-Stat ‘200’ with Auto- 
Feed is $245. Also available is the Dri-Stat 
‘400° which copies materials up to 14” wide. 


DRI-STAT DIVISION 
Peerless Photo Products, Inc. 
Shoreham, N. Y. 


] Please send me your FREE folder, "Office 
Copy Machines and How to Choose the 
One to Suit Your Needs." 


[] I'd like to see a FREE Demonstration. 


0-9 


Title 

















For More Information Circle No 


362 





] NO LOST TIME 


hand sharpening pencils with 


-— 
electro-pointer 


~ 


A The world’s finest completely automatic electric 
pencil sharpener eliminates the 
time-consuming job of cranking outmoded 
hand-type sharpeners. Just insert any 
size wooden pencil and instantly 
the Electro-Pointer gives you 


Ef a perfect point. 


7 


Pd 


LD 
PERFECT POINT 


INSTANTLY 
EVERY TIME 


At your stationers PROVEN FOR 
or write: OVER 14 YEARS 


STILE-CRAFT MANUFACTURERS, INC. 
1825 MACKLIND ST. LOUIS 10, MO. 


For More Information Circle No. 303 
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2 MILLION 
ACCOUNTING CLERKS* 
RELY ON US.__YET 

they don't 


even know 





our name! 





Machine accounting is more economical, goes faster, smoother, more 
accurately . . . clerks work better and customers stay happier .. . 
when accounting machine carbons make clear, clean, attractive copies. 
Makers of America’s best-selling accounting machine carbons insure 
constantly satisfactory performance by using high-quality carbonizing 
papers by Schweitzer. Proved best by test for absorbency, strength, 
purity and uniform texture, Schweitzer papers guarantee the perfect 


marriage of fine carbon inks to fine paper. 
* (Bookkeepers, too!) 


Whenever good impressions count, rely on carbonizing papers by 


PETER J. SCHWEITZER, INC. 


SUBSIDIARY OF KIMBERLY-CLARK CORPORATION 
World’s Largest Manufacturer of Fine Carbonizing Papers 


Address inquiries to Elizabeth, N. J. 


Mills at: Elizabeth @ Jersey City & Spotswood, N. J. © Lee, Mass. © Mt. Holly Springs, Pa. 
For More Information Circle No. 199 
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Ask your dealer to demonstrate the Kenro “vertical 18” 


camera—he can show you how to save money! 


this 
versatile 
camera 
will do 
all this... 


MAKE LINE AND HALFTONE NEGATIVES 

up to 14” x 18”. Enlarges to 3X 
reduces to “%s size with standard Goerz 
lens. Uses counters and micro dials 
for precise focusing and 
Exposure controlled by automatic 
reset timer 


MAKE ONE SHOT, RIGHT READING 
PHOTOCOPIES —new Prismatic Head 
eliminates need for a negative inter 
mediate. Gives black on white or 
white on black reproduc tion of ty pe 
drawings, layouts, photographs, 
enlarged up to 4X, reduced to ' size 
Makes screened type in one shot 


Sizing 


KENRO GRAPHICS, INC. 25 Commerce St., aie 


For 





MAKE XEROGRAPHIC EXPOSURES 


fast, easy exposures with 
gripper margins. Takes 
10” x 15” xerographic plate h« 


The Kenro “ Vertical 18” C 
compact, precise operate 

Standard model comes complete with 
Goerz lens, lights and film head, ready 
for use inside or outside the darkroom 
Available through leading graphic 
arts and office equipment dealers 


amera 1s 


easy to 


Write for literat 


nearest demonstrator 


Chatham, N.J 


More Information Circle No. 


XEROGRAPHIC HEAD 


198 


THe OFrFice 
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Instead of using binoculars in the 
board room (as above), stock 
market quotations are easy to 
read at deskside in the offices of 
Bache & Co., New York. At 
right, Harold L. Bache and A. 
Charles Schwartz view the ticker 
tape on a closed circuit television 
installation made by Hallamore 
Anaheim, Calif. Mr. Bache said 
the cost of the former system. 


James Mortensen 
(left) of Mosler 
Safe Co. opens a 
box containing 
cards used on the 
ABC network tele- 
vision show ESP 
(extra sensory per- 
ception). Contest- 
ants try to name 
the cards sight un- 
seen. For security, 
cards are kept in 
a Mosler vault be- 
tween shows. Vin- 
cent Price, master 
of ceremonies, is 
at right. 
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Electronics Div. of Siegler Corp., 


the new system will save 50° 


of 


iVAoINVOD 





Ihree-story and 
penthouse office 
building of the 
Nestle Co. has 
135,000 sq. ft. on 
a six-acre terraced 
plot in White 
Plains, N. Y. 


The Nestle Company’s New Offices 


A conference 
room, accom- 
modating 45, is 
equipped with re- 
cording, movie and 
rojection fa- 
cilities, television 
and radio, cork- 
boards and black- 
boards. A folding 
door converts it 
into two sound- 
proof rooms. 


Employees’ dining room has 2 complete kitchen, and both service and self-service fa- 
cilities. A sound system provides either recorded or radio music. There is also a private 


dining room. (See page opposite.) 


‘ egies 
‘SE 








The general accounting section in the new Nestle office building. 


So eee 


Two views of the reproduction department in the new Nestle offices, showing duplicating 
and addressing equipment. 





Interior illumination of the Warren Pe- 
troleum Corp. building, Tulsa, Okla., is 
apparent from the street at night, since 
the translucent ceilings produce a_ series 
of rectangular blocks of light with a back- 
ground pattern of crosshatching. Lighting 
was designed by Skidmore, Owings & Mer- 
rill, architect-engineers, Chicago. Lighting 
equipment was produced by the Wakefield 
Corp., Vermilion, Ohio. 


Light is produced 
by 3000 units in 
continuous rows. 
Each unit contains 
two 40WRS lamps 
with provisions for 
a third lamp where 
a higher level of 
illumination is de- 
sired. The dif- 
fusers, which con- 
stitute about 60% 
of the ceiling area, 
swing down for 
easy maintenance. 


THe Orrict September, 1958 





Herbert W. Nannen, treasurer, Chermicui Corn Exchange Bank, New York, presents 
certificates to graduates of the bank’s twelfth work simplification round table. The 
bank also gave these executive and supervisory personnel a year’s subscription to THE 
OFFICE to help them apply work simplification principles in their departments. 


Mode-Maker Desks, Goodform Chairs, Super Filer and Rigid-Front filing cabinets 
installed by General Fireproofing Co. in the offices of Driscoll Co., Chicago. The file 
cabinets are built into the wall. 
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The 1000-ft. “picking front” at the new eastern, surgical dressing plant of Johnson & 
Johnson, New Brunswick, N. J. A two-man team assembles five to ten orders on each 


trip, picking from some 583 stock items. 


Johnson & Johnson Speeds Carton Addressing 


When customer’s order 
is received, it is written 
up and a Multistamp ad- 
dress stencil is cut in the 
same operation. The 
stencil travels with the 
order to the shipping cen- 
ter (see opposite page). 
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The address stencil received with the 
order is snapped into a No. I-A 
Multistamp duplicator which the pick- 
ing team uses like a rubber stamp to 
address cartons. Duplicator will make 
up to 1000 clear, sharp impressions 
without reinking. 


A “ship to” frame is included in 
Johnson & Johnson's regular carton 
printing. Mr. Conover said they for- 
merly used gummed labels which 
were expensive to process, sometimes 
were typed incorrectly, and often 
came off or were torn in transit. Now 
both label and imprint are perma- 
nently part of the carton. Multistamp 
installation was made by Multistamp 
Levine Sales Co., Union City, N. J. 
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Stara e 
baa 


Carton addressing, including routing 
information, is completed quickly as 
the cartons move toward waiting 
trucks. According to William G. 
Conover Jr., Johnson & Johnson in- 
dustrial engineer, it takes only .055 
minutes to fully label and imprint a 
carton. Their system is geared to 
handle 18,000 packages daily. The 
larger, No. 3, Multistamp duplicator 
is used on foreign shipments which 
require more information. 


TOPPER SPONGES 


Goleta ofrnscin 
taeda S 
“ BRT me 











At left: assistant building manager William G. Phillips draws a Scott C-fold paper towel 
from a washroom dispenser in Prudential Insurance Company’s southwestern head- 
quarters. Disposal unit for used towels is integral with dispenser. At right: Scott UHA 
paper towels are used in medical division at the Houston building. Eula Ryan, R.N., 
shows dispenser. Towels for 2000 workers cost $98 a week. 


rset 


Some of the 60 upholstered Milwaukee Chairs installed by Northwestern 
in the new branch office of the Marshall & Ilsley Bank, Milwaukee. 


Furniture Co. 
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“WHAT! Just $99 for a calculating machine? 


"Hey! That's a real buy! 





All the famous Odhner features are here for only $99! Compact 
design, light and sturdy precision-crafted Swedish steel, and best of 
all. . . ease of operation. Designed for simplicity, the compact 
hand-operated machine, Model 227, performs all calculating 
functions, from the simplest to the most complicated, such as 
simultaneous multiplication and square roots Outstanding feature 
of the machine is a “back transfer”, time saving device, which 
makes it possible to perform repeated (chain) multiplications, 
such as simple and complex discounting calculations 

Sure as one plus one equals two. . . this $99 Odhner Portable 
is the perfect calculating machine for everyone who makes it 
their business. See the Yellow Pages for your nearest 


F 1 C IT Odhner dealer, or write 
404 Fourth Avenue, New York 16, ot 
| N + ® 235 Montgomery Street, San Francisco, Calif 
For More Information Circle No. 
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SPRINT 
is portable 


it can be removed from one office to another 


everywhere there is 


a typewriter and the need of more copies. 


The Sada Sprint spirit duplicator is: 
-light 
-completely close 
the spirit is hermetically contained 


in the suitable tank 


it with pleasure, without any difficulty 
and without being smudged 


easy to operate adjustable for printing on any range of paper 
clearness on any part of the copy 


Your secretary will use 


ensures the even 


 ap\ FEATURES 
fe 


yy automatic engagement of th 

Page immediate and micrometri 
~~ printing displacen ent 

= printing pressure with progressi\ 

regulation 

semi-automatic moistening 

reversible paper feed tabk 


for the complete closing 


Write for details and terms 
SADA S.p.A. Duplicatori ed Affini 


First Manufacturer of Duplicators in Italy 


Milano, Italy, Piazza S. M. Beltrade 


For More Information 





THE 
' FACTS 
‘QQ =ABOUT 


scopy-fax* 


}| 7 Proved the best reproducible ball 
| pen ink for copying machines 








It’s true. Copy-Fax Ink was 
awarded the highest rating in the 
latest copy-ability study. Its hi- 
fidelity reproduction quality gives 
you picture-perfect copies. Every 
line you write is copied in the 
sharpest detail .. . ends “fade 
outs” and missing lines. 





Ask your stationery supply 
salesman for a “picture-perfect” 
test of Copy-Fax. 


Blue, red, black, and green 
Copy-Fax Ink available in the 
four best sellers: 
¢ Copy-Fax Pen, Medium & Broad Points 59¢ 
lta e Fills-Any Refill, Medium Point 49¢ 
MICROPOINT. INC ¢ Retractable Pen, Medium Point $1 
e Visible Ink Refill, Medium Point 49¢ 











Order from stationer or direct, 
giving stationer’s name and address 


(Mlicroromr, BING. sunnyvais, cau. 


Creator of advanced writing instruments 


For More Information Circle No. 305 


THe Orrice—September, 1958 




















DIAL "PHONE LOCK 


A MUST WITH COAST TO COAST DIALING... 
A NECESSITY WITH PRESENT DAY DIALING! 


New & Unique, LOC-UR-FONE is the only absolutely foolproof phone lock. Do not 


accept substitutes! Installed, it completely obscures the dial making it impossible to 


manipulate. Made of Phenolic plastic, LOC-UR-FONE appears to be part of the 
telephone — does not interfere with incoming calls. Can be affixed and 


~ 





removed in a second. Available in 8 different key combinations. 


Write for informative circular. 


At Stationers, 
Hardware, Drug 
and Variety deal- 
ers everyu here or 


CAN PAY FOR ITSELF WITH send $1.00 direct. 


A SINGLE PREVENTED CALL 


CEL-U-DEX CORPORATION 
NEW WINDSOR (NEWBURGH), NEW YORK 


For More Information Circle No. 197 
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fittnactive”* 10 THE 


FAttnactive”* TO CALLERS OFFICE MANAGER 


Customers are impressed He knows there 

by the extra touch of sym- is no safer stand 
metry that complements for valuable 

your office when you office machines .. . 
standardize on neither in strength 
Consolett stands. nor stability. 








THIS OFFICE MACHINE STAND 
is Atnactie”... ANY 


WAY YOU LOOK AT IT 


THE 6 
BY STOLPER 


Fittractiv&* 10 THE OPERATOR 


She appreciates both the 
room and the privacy of its 
enclosed design. She likes 
the way the Consolett rolls 
easily and quietly from 
place to place... how, with 
a flick of a toe, it becomes 
firmly anchored on four 
adjustable rubber feet. 


Write for prices and literature, 
then consider it from any angle. 
We believe you, too, will find the 
Consolett attractive. 


! TSB some 
STOLPER STEEL PRODUCTS CORP. Sp oe 


Available 
318 Pilgrim Road e Menomonee Falls, Wisconsin 
For More Information Circle No. 268 
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Whatever line 
of conventional 


duplicating 


products 
you now handle 


among the 
worid’s finest 
duplicating products: 


Flagship patented 
metallic back 
carbon paper 


Flagship carbon 
paper ribbons 


Offset ribbons 
Tabulating ribbons 
Addressograph ribbons 
Diazo ribbons 
Hotel Register carbons 
Artist transfer carbons 
School packs 
Carbon binders 
Spirit carbons 


Stencils 


are you ready to fill the 
NEW NEEDS 





of today’s customers? 


Revolutionary changes and improvements in typewriters and 
duplicating machines now call for the carbon, ribbon and dupli- 
cating supplies that provide reliably good results with these 
new machines. 


To meet more fully all of today’s requirements Allied research 
has developed a whole new concept in specialized products. 


lake, for instance, one example: 


IMPORTANT ANNOUNCEMENT 


DURALON 


DURALON” is a new, exciting, synthetic typewriter ribbon 
fabric developed through Allied research, which combines 
in a single fabric the advantages of many fine fabrics 


Its fabric wear and resistance to cutting suggests its similar 
ity to nylon. Yet, its far greater ink capacity makes possible 
a uniformity of impression in a variety of writing strengths 
not possible with other fabrics 


The result—a typewriter ribbon that yields impressions of 
unbelievable fineness and cleanliness. Its wearing quality 
makes it an outstanding value at a price just pennies over 


the higher priced cotton ribbons 


Let the Allied man show you DURALON and other items in 
our complete line of duplicating supplies, designed for t« 
day's. needs to outperform today’s competition—and you'll 
begin to appreciate the value of an Allied franchise—with its 


policy of sales through limite authorized dealers only 


Registered U.S. Patent Office 


Ar 


Be sure to visit us at Booth 136 NSOEA Chicago Convention 


AL Li E D CARBON AND RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y 
Western Office and Warehouse’ 3425 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 217 
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With Rollers and Blankets 


MERCURY fo 


is the name for LLB 


MERCURY-LITH ROLLERS AND BLANKETS 
for Multilith printing machines 
——' MERCURY-GRAPH ROLLERS 
for Multigraph duplicating machines 


When you have fussy jobs to get 
out in a hurry—that’s when the 
superior performance of Mercury- 
lith rollers and blankets and 
Mercury-graph rollers really 
counts. Built like the rollers and 
blankets used on large multicolor 
commercial presses, these acces 
sories control ink with amazing 
sensitivity and accuracy. They’re 
the modern equipment for your 
machines 





MAIN OFFICE AND FACTORY: FEDERAL AT 26TH STREET + CHICAGO 16, ILLINOIS 
EASTERN SALES OFFICE AND WAREHOUSE: 218-224 ELIZABETH AVENUE + NEWARK 8, N. J 


For More Information Circle No, 253 
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Lagomarsino F, A. |. manufac- 
turers of Totalia hand and 
electric adding listing machines, 
Totalia printing, calculators, 
Numeria hand and electric 
calculators, proudly present 
their latest model: the new 
electric adding listing 
machine with fully auto- 
matic memory both of the 
addenda and the total 


For More Information 


Circle No. 193 


LAGOMARSINO F.A.I. 


MILANO (italy) 





New efficiency for every office... 


at Fad New Low Puce f 


i PRESENTING THE 
‘4 


a 


aN SPHED-O-PRINT 


Ce oe oe) oe ae 


Crewe 


AUTOMATIC 


MAIL OPENER 


“1 = | 


Wa idsome ELECTRICALLY OPENS UP TO 


Watching 600 LETTERS PER MINUTE 
SPEED-O-STAN 
Ample workin 


Opens envelopes of any size or thickness 
3 space 


e Adjustable trim cut ¢ Will not damage 
contents ¢ Completely safe — automatic shut- 
off e Letters and trim strips neatly stacked 
in separate removable trays « Compact; 


simpie to use. 


Speed-O- Print Corporation 
SLLQEO ; 1801 WEST LARCHMONT AVE., CHICAGO 13, ILL. 


For More Information Circle No. 262 
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Twelve all-new 


GOODFORM me 


aluminum chairs mie. 


by GF All chairs embody the Goodform 
Principle of Correct Seating 


v~ - ‘—, . “Ea \ 
i 3 : 

Natural, Antique Bronze, Bronze New spring aluminum backs on 

Gold, Ebony anodized finishes armless leg and swivel chairs 


8.3 
y 


accents comfort 3 inates stretchers between legs out of sight under seats 


ep foam rubber cushioning 


Sidhe arm return prevents 
marring of desk pedestals 


branctk 
free tria U 

General Fireproofing 
Dept. L-17, Youngstown 1 


> 


Rear legs strike baseboard GENERAL Fully adjustable for personal 
before back touches wall FIREPROOFING comfort and efficiency 


For More Information Circle No. 248 


th ompar 


THe Orrice—September, 195! 





Time Measurement Provides 
Supervisory Control Standards 


ARTHUR E. FAIN, Supervisor, Supervisory Control Standards, 
Pratt & Whitney Aircraft Div., United Aircraft Corp., East Hartford, Conn. 


 goige COSTS, increased complexi- 
ties of paperwork and the shortage 
of competent clerical personnel are ma- 
jor business problems which call for 
major solutions. There are two prime 
approaches through which management 
The 
first, and most glamorous, is 'he elec- 
tronic computer which does much to 
provide more information at less cost. 


can obtain improved operations. 


[here is a second approach which also 
can produce substantial savings, with- 
out capital expenditures for equipment. 
This is the use of control standards de- 
veloped through uniform time measure 
ment. 
[he experience of my own com- 
pany has shown that an office standards 
program can be highly beneficial to the 
company, the supervisor and the em- 
ployee. Our program is called Super- 
visory Control Standards. The title em- 
phasizes the important part that the 
supervisor has in the effective use of 
standards. They are primarily his con- 
trol to be used by him in planning and 
improving his operations. Our studies 
thus far have surveyed the activity of 
approximately 3700 employees of which 
2800 have been included in measured 
groups for which performance reports 
are issued monthly. It is estimated that 
over 4000 employees will be included 
in these controls within the next few 
years. 
standards 


Control provide the an- 
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swer as to what constitutes a fair day’s 
work. This produces substantial savings 
in overtime, equipment rental and staff 
re-alignments. It provides an accurate 
basis for scheduling peakloads, deter- 
mining how many new employees should 
be hired, evaluating suggestion awards; 
comparing effectiveness of various of- 


fices and supervisors, and for super- 


visory training and review. 

The supervisor benefits through on- 
the-job training in the latest clerical 
techniques. He has the advantage of 
sound factual support for his requests 
for additional employees or overtime; 
performance available to 
back-up his claims. In declining periods 
when workloads recede, 


reports are 


retrenchment 
can be anticipated and accomplished in 
an orderly manner rather than through 
the “meat-axe” approach. The 
visor also has the satisfaction of know- 


super- 


ing that an effective job on his part will 
be correctly communicated to manage- 
ment. 

The control standards program re- 
places opinion and rules of thumb with 
engineered standards as a means of 
measurement. This im- 


proved basis for acknowledging the em- 


provides an 


ployee’s need for personal dignity and 
recognition. The standards serve as a 
continual reminder to the employee that 
management is aware of the job he is 
doing and how well he is accomplishing 
it. They also help eliminate situations 


7] 





Fig. 1. Sample organization chart 
where an employee finds himself with a 
huge burden one day and only a nomi- 
nal amount the next. Everyone is un- 
comfortable when conditions, which he 
cannot control, him with not 
enough work to do. It is equally de- 
moralizing to have regularly too much 
work to do. Factual control data helps 
the supervisor level out and adjust work- 
loads to prevent these conditions. 

Five basic steps are required to place 
this work measurement program in op- 
eration: 

1. Introduction 

2. Procedure 
what is being done.) 

3. Frequency patterns (find out how 
Osten it is done.) , 

4. Establish standard time values. 


leave 


indoctrination. 
analysis (determine 


and 


5. Consolidate, organize and imple- 
ment the findings. 

The introduction indoctrination 
siep provides the opportunity to fuily 
explain the objectives of the program. 
These preliminary meetings provide an 
opportunity to clear the air, answer 
questions, and emphasize to supervision 


and 


for an accounts payable department. 


that work measurement does not imply 


any criticism of current performance 


but provides a new opportunity for 


them to make systems and work simpli- 


Key to Symbols 


Step or operation in work 
iin. flow (number consecu 
\ ) tively) 

~ Transportation or distribu- 
tion of work 


Temporary filing 


Long-term filing 
than 60 days) 


(more 
Receipt of work for action 
Destruction of records 


Inspection, review or audit 


Position doing the work 
(number and title). 

Form being processed 
(figure above line is origi- 
nal 1 below line are 
number of copies /3). 


Time and volume: right 
box, unit time; center box 
monthly volume; left box, 
total monthly time. 


Work sent to department 
outside measured group. 
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n 
NO CHARGE ANDO 
/ CONS! GNMENT 
MYOLCES 
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Fig. 2. Sample flow chart showing the first steps for receiving and processing invoices 
by an accounts payable department. 
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OPERATION ANALYSIS 


CLERICAL COST CONTROL Page Ho. _ 
Chart - 
Tabulating 


DEPARTMENT OULaTINE it 


CHART _ 





Month ty 


Volume Factors 








Walk to file for card supply 


sheets and position 


cards to hopper 
Position program card tray 


rem card 





move program car 











up and aside 





pompute elapsed time 





Record time and card count 





Return cards to R.C.C. 





















































Fig. 3. A basic operation analysis is used instead of a flow chart for centralized service 
functions since making a flow chart would take too much time. 
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TELEPHONE CALLS 


INCOMING CALLS 


Externe! & Intro Compony intro Compeny 


Requiring Not Requiring iring 


Look Up Leek Up 





== 
Not Requiring 
+ 


Leok Up 
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Fig. 4. Form used by employees to measure telephone usage. Manual tallies can be 
cross-checked by using metering machines (see Fig. 5). 


fication examinations of their operations. 
2. Once the thorough indoctrination 
has been completed, an analyst and the 


supervisor proceed to Step 2: 


the deter- 
An 
organization chart is drawn to show by 


— 


mination of what is being done. 


{ 


Fig. 5. Section of a General Electric ester- 
line telephone usage graph. Each time 
phone is connected, indicator travels 
horizontally from left to right, continues 
vertically while phone is being used, and 
returns to left when call is completed. 
Curved horizontal lines divide graph into 
units of ten minutes each. This device is 
connected by the telephone company and 
used for dial systems. 


At right: This portion of tape is from a 


device that automatically indicates usage 
time of any office machine. Each division 
equals one minute and position of colored 
line indicates whether machine is being 
used or not. Made by Standard Instrument 
Corp., New York. 
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functions the various sub-groups of the 
under study. A sample chart 
Numerical reference 


section 
is shown in Fig. 1. 
designations are given to each work 
charts are then drawn to 


The 


station. Flow 


map each step of every operation. 


ae 
, 
= 


ES ne Te ee + 

















charts use the standard flow 
symbols, 
and indicate, by means of 
vertical (rakes), the relationship 
of exceptions or contingency situations. 
The flow chart in Fig. 2 


first steps for receiving and processing 


process 


show the maih flow of work 
subsidiary 


lines 
illustrates the 


invoices by an accounts payable depart- 
ment. The incoming documents are de- 
scribed in the 
shows that there is an original and one 
copy received (1/1). Each job station 
handling the work is described by an 
identification symbol. 

The sample flow chart is a simplified 
version of a type” flow 
chart. The processing of an invoice is 
the transaction which is 
from start 
tention to all situations 


rectangle which also 


“transaction 


documented 


to finish. Give careful at- 
which can re- 
quire the operating department’s time. 
Good charting technique dictates that 
the alternative line or rake be followed 
through to final disposition before the 
charting of the main flow of documents 
is resumed. It is not enough to know 


what is being done when things go cor- 


rectly. 
time 


It is also important to allow full 


credit for the many operations 


which regularly result when conditions 


are not normal. Careful attention to this 
fundamental will emphasize the fairness 
and completeness of the standards and 
do much to win the confidence of su- 
pervisor and employees. 

[here is an alternative approach to 
this procedural analysis phase which 
particularly valuable in centralized serv- 
ice functions such as: central keypunch- 
ing, central typing and central files. 
a varied 
documents and the 


flow charting of each would be a time- 


[hese sections usually handle 


number of basic 


consuming, costly process. Therefore 
the graphic presentation given by a flow 
chart is by-passed in favor of a basic 
operation analysis record. Fig. 3 shows 
such a 


punch installation. 


record for a centralized key 
Note that 
steps necessary to perform many punch- 
ing tasks are listed together with their 
individual time For an indi- 
vidual job, the and the super- 
visor elements apply 


all basic 


values. 
analyst 


determine which 
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An alternate workflow chart form. 
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Turn invoices while scanning 
Pick up & set aside stamp 


Stamp each invoice 





Set aside discountable invoices 
Pick up and jog regular invoices 


Pick up & jog discountable invoices 





a . ad 








] Deliver discountable invoices to 

















. 21.6 





——_ +4 


Circles P.O, number on invoice » 211000 
—_ Reta ers) 











tio oic t tometer 12x, « 
Positions invoices to Comp meter | xh, 21.6 








Extends quantity & wit price (3x3) 








> 


Adds total of all items 











Wrong extension - Re-figure 


Re-add 








a 





Compare comp. figure with invoice 


























L 63 




















Fig. 6. Recap of time values for a typical month. A control standard in decimal hours 
is summarized for every recurring operation. 
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Fig. 7. The supervisor's monthly accounting of how the labor dollars, for which he is 
responsible, are actually used. 
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and how frequently. Total times are 
determined by multiplying each time 
element by the number of occurrences. 
Steps which are peculiar to the partic- 
ular operation can be added easily. 
Having determined 
done through 


what is being 


charting or operaticns 
analysis, we next find how often it is 
normally done within a given period. 
Chis requires a review of available rec- 
ords on work output for the previous 
six months or year. Where records are 
not available, as in the case of excep- 


tions or errors, special tallies are in- 


stalled and employees record the fre- 


quency as it occurs. These tallies and 


records provide large samples which 
will develop a definite pattern of re- 
currence. This phase of the study is 
a test of the skill and ingenuity of the 
analyst. 

lelephone utilization illustrates how 
this phase can be effectively covered. 
[he telephone is an important tool of 
office and clerical operations. A mea- 
surement study must give full cogni- 
zance to the amount of 
the amount of time transacted through 


determine the fre- 


business and 


this medium. To 
quency, length and type of calls made, 
employees are asked to make a tally 
mark under the proper heading on a 
tally sheet (Fig. 4). Since some employ- 
ees may forget or summarize a series of 
marks to the best of their recollection, 
a cross-check on these manual tallies 
is provided by a metering device. This 
works on central dial telephone installa- 
tions and is connected at the central 
telephone room by a telephone company 
representative. It produces a tape which 
shows the time and length of the call 
plus the total calls made or received 
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during a given period (Fig. 5). Note 
that this device is in no way akin to 
wire tapping as there is no intent to 
listen in on calls. This machine is just 
one of several types of load survey and 
time totalizing devices used by our staff 
in continually striving for improved ac- 
curacy and fairness. 

[he studies thus far described in the 
development of control standards have 
determined what is being done and how 
often it is done in a typical month. We 
are now ready to apply time measure- 
ment to the data and develop our stand- 
ards. Here, the objective is fairness and 
reasonable The standard 
should reflect a fair expectency for a 


accuracy. 
normal or average employee working 
at a fair rate of speed, under normal 
conditions, to accomplish his prescribed 
task. 

It has been our experience that the 
start of this phase of the study con- 
stitutes a turning point. All involved are 
keenly interested in the project 
and anxious to see the finished result. 
It is likely that the flow charts and fre- 
tabulations have shown the su- 


now 


quency 
pervisor that he is not as familiar with 
the methods in his department as he 
thought he was. He will therefore effect 
a number of changes to obtain better 
results at less cost. In every one of our 
studies thus far, the methods improve- 
ments developed have resulted in sub- 
stantial savings. However, the primary 
aim is work measurement. If the pro- 
posed improvement is controversial o1 
involves a major systems study, it is 
referred to the proper staff group so as 
not to the development of 


standards. 


sidetrack 





William R. Diehl Jr. 


NSOEA Convention and 


HAT IS JUSTLY described as the 
sents largest showcase” of office 
supplies and equipment will be on view 
at the Conrad Hilton Hotel, Chicago, 
September 27-29. The two-day business 
sessions of the annual convention of the 
National Stationery & Office Equipment 
Assn. will begin on September 30. This 
is a departure from past years and 
assures that there will be no conflict 
between exhibit days and business ses- 
sions. Members will be able to visit the 
450 exhibitors from noon to 9 p.m. on 
Saturday, September 27; from 1 to 
9 p.m. on Sunday, September 28; and 
from 9 a.m. to 6 p.m. on Monday, 
September 29. 

Dr. George K. Schweitzer, associate 
professor of chemistry, University of 
Tennessee, and research radiochemist 
with the University of Tennessee Atomic 


80 


Commission, will be 


Sunday 


Energy 
speaker at the 
denominational service. His subject will 
be “God, Man and the Age of Space.” 
[he business sessions on Tuesday morn- 
feature three 
divisional meetings for retailers, manu- 


guest 
morning non- 


ing, September 30, will 
facturers and field members. 

Chairman of the retailers’ divisional 
meeting will be John Brain, vice presi- 
dent of NSOEA and president of Brain 
Stores, Omaha. The important subject 
of transportation will be discussed by 
Frank M. Cushman, traffic consultant, 
who will cover proper classification of 
products, proper selection of carriers 
and filing of claims. A question and 
answer period will follow this presen- 
tation 

Chairmanned by Edwin H. Mosler 
Jr., vice president of NSOEA and presi- 
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C. M. Mortensen 


Exhibit In Chicago 


dent of Mosler Safe Co., the principal 
feature of the manufacturers’ session 
will be a description of his impressions 
gathered from attendance at most of 
the association’s district meetings this 
year. Vice president Herbert S. Mor- 
gan, National Blank Book Co. repre- 
sentative, will preside over the field 
divisional meeting which will be ad- 
dressed by Paul Mills, oral communica- 
tions consultant with Sales Power Co., 
New York, on how to put sell in your 
voice. Each of these meetings will in- 
clude a question and answer period, 
followed by election of divisional 
officers. 

Lady delegates join in a convention 
luncheon each year and the Tuesday 
luncheon has been their 
participation. Guest speaker will be the 
president of one of NSOEA’s members, 


selected for 
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Random House. Bennett Cerf will dis- 
cuss the changing styles in American 
humor. 

William R. Diehl Jr., president of 
NSOEA and president of Diehl Office 
Equipment Co., Columbus, Ohio, will 
follow Mr. Cerf with his president’s 
report. 

George Greening, an economist with 
Lehman Brothers, New York 
resentative of one of the 
largest investment houses, is consultant 
to nationally known business firms and 
government committees. Delegates will 


rep- 


country’s 


learn much of value to their own fu- 
tures from his illustrated talk on the 
business outlook. Dr. Bertrand Klass, 
vice president and director of research 
services, Market Planning Corp., New 
York, has done extensive 
work on applying psychology in indus- 


consultant 





PVF FF BB SBS SSSR SSS SSS SSS TSC SSS SESE TRE STT Be SR e Bee, 


NSOEA Convention Program 
SATURDAY, SEPTEMBER 27 TO MONDAY, SEPTEMBER 29 


EXHIBITS OPEN: Sat., Noon to 9 p.m.; Sun., 1 to 9 p.m.; Mon., 9 a.m. 
to 6 p.m. 


SUNDAY MORNING, SEPTEMBER 28 
GOD, MAN AND THE AGE OF SPACE: Dr. GEORGE K. SCHWEITZER, 


Universitv of Tennessee. 


TUESDAY MORNING, SEPTEMBER 30 
MANUFACTURERS’ DIVISION—THE NSOEA MANUFACTURER AS 
I SEE HIM: Epwin H. Mos ter, President, Mosler Safe Co. 
RETAILERS’ DIVISION—TRANSPORTATION: FRANK M. CUSHMAN, 
Transportation Consultant. 
FIELD DIVISION—HOW TO PUT SELL IN YOUR VOICE: Paut 
MILLS, Sales Power Co. 


TUESDAY AFTERNOON, SEPTEMBER 30 
CHANGING STYLES IN AMERICAN HUMOR: BENNETT CERF, Presi- 
dent, Random House. 
REPORT OF THE PRESIDENT: WILLIAM R. DIEHL, Jr., Diehl Office 
Equipment Co. 
THE BUSINESS OUTLOOK: GEorGE GREENING, Lehman Bros 
PSYCHOLOGY APPLIED TO SELLING: Dr. BERTRAND KLAss, Vice 
President, Market Planning Corp. 


TUESDAY EVENING, SEPTEMBER 30 
ANNUAL CONVENTION PARTY: Entertainment and Dance 


WEDNESDAY MORNING, OCTOBER I 


INTERVIEWS: MIKE WALLACE. 
WHERE DO WE GO FROM HERE? RALPH DEARMOND ClEs, NSOEA 
Research Consultant. 


WEDNESDAY AFTERNOON, OCTOBER 1 


IMPROVING PERFORMANCE BY IMPROVING HUMAN RELA- 
TIONS: Dr. GEorGE D. HEATON. 

SALES MANAGEMENT IN NSOEA: Paut R. IGNaATiUs, Vice President, 
Harbridge House. 

NSOEA AS I SEE IT: CHARLES M. MorTENSEN, NSOEA General Manager. 

USE IT OR LOSE IT: ARTHUR H. MOTLEY, President, Parade Publications, 
Inc. 


WEDNESDAY EVENING, OCTOBER 1 
ANNUAL BANQUET AND DANCE: Presentation of Awards. 
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= 
’ 


Tue Orrice—September, 1958 





try. “Psychology Applied to Retailing” 


will be his subject. 

Mike Wallace, controversial TV art- 
ist, will provide a change of pace with 
one of his “interviews” of one or more 
members of the industry in what should 
prove to be an interesting session on 
Wednesday, October 1. Dr. Ralph De- 
Armond Cies, research consultant, who 
has directed the research program of 
NSOEA for the past five will 
present one of the “Main St., U. S. A.” 
studies of the industry, revealing the 
results of the recently completed retail 
operating cost survey for 1957 and new 
information on manufacturer operations 
never before known. 


year’s, 


Dr. George D. Heaton, minister and 
student of human relations, has 
entertained a number of meetings and 


who 


conferences with his forceful messages, 
will be guest speaker at Wednesday's 
luncheon where he will discuss how to 


improve performance by improving 


human relations. Paul R. Ignatius, vice 
president of Harbridge House, Boston, 
will present, for the first time, the out- 


line of the project for 1959: “Sales 
Management in NSOEA.” Harbridge 
House has conducted courses in man- 
agement for government and private in- 
dustry, but never before for a trade 
association. The results of this study, 
following contacts with a number of 
member firms, were almost unani- 
mously in favor of sales management 
development. Details of the five-day 
seminars planned for various sections of 
the country will be made known. 
Charles M. Mortensen became gen- 
eral manager of NSOEA on July 1 fol- 
lowing the resignation of Paul E. Bur- 
bank, who now operates as a consult- 
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ant. Mr. Mortensen will give his im- 
pressions of NSOEA at the end of his 
first three-month period as its executive 
head, and based on returns from a 
questionnaire to the members evaluat- 
ing each of the association’s services. 
Arthur H. “Red” Motley, president, 
Parade Publications, will wind up the 
Wednesday afternoon business session 
with “Use It or Lose It.” 

A full 
provided for ladies, close to 600 of 
whom attend NSOEA’s convention each 
year. On Sunday 


program of entertainment 1s 


afternoon, a recep- 
be held in the Gold 
Room of the Congress Hotel. For the 


tion and tea will 


first time this event will take place out- 
side convention headquarters due to the 
utilization of the grand ballroom of the 
Conrad Hilton for exhibits. On Mon 
day, a luncheon in the grand ballroom 
of the Sheraton Hotel will be followed 
with a fashion show by Bramson’s, one 
of Chicago's exclusive specialty shops. 
On Tuesday, the ladies will join the 
men at the convention luncheon, 
will then retire to the Boulevard Room 
for bingo. Many attractive prizes will 
be awarded. 

The party, to 
which all delegates are invited, will be 
held Tuesday night. Top talent appear- 


and 


annual convention 


ing in Chicago during the convention 
will perform. Following the show, there 
will be dancing to Norman Krone’s 
Orchestra. On Wednesday, the ladies 
will see the matinee 
“My Fair Lady.” 

Advance registrations can be 
direct with NSOEA, 740 Investment 
Building, Washington 5, D. C. Regis- 
tration is $22 for men members; $18 
for ladies; $35 for non-members. 


performance ofl 


made 





Saving Money on Branch Office 
Service Invoicing 


THREE-PART service invoice has 

eliminated an expensive, time- 
consuming bottleneck and saved “more 
than $2500 a year” in handling mainte- 
nance calls on Dictaphone equipment. 
Dictaphone Corp. maintains about 200 
sales and service offices throughout the 
U.S. and Canada. The new system of 
service invoicing, which involves con- 
tinuous, marginally punched forms and 
three office machines, installed 
under the direction of Jack Bossert, 
methods and procedures supervisor, 
and Charles Tripp, supervisor of office 


was 


services. 
The starting point of the operation 
is a request by a branch or district office 


for a number of B-44 Service Invoices. 
Each district or branch office is assigned 
a certain set of numbers. 
tive 


The consecu- 
number control gives the main 
office in Bridgeport positive control. At 
all times the main office knows what 
numbers have been assigned and can 
keep control of the inventory. The first 
two digits of the consecutive numbers 
are a code to identify the branch or dis- 
trict office, while the remaining digits 
follow consecutively from the last as- 
signed numbers. 


| he 
stock of unnumbered forms and the re- 


Bridgeport office maintains a 


quested amount is fed through an Ad- 


Addressing machine (left) prints consecutive numbers and branch office addresses on 
the continuous forms which are then burst (right) into unit sets. 


84 
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down...or are they? 


with Burroughs Accounting Machines, you kno 


Burroughs Sensimatic Accounting Machines bring the 

facts of your business life sharply, quickly, fully into 

focus. 

Payroll accounting, receivables, inventory, payables 
on any application Sensimatics can concentrate on 

one job or, at the flick of a knob, master many. 

Built-in extra speed, capacity and versatility ake 

them something special in data processing. 

See a demonstration at our nearby branch today. Or 

write Burroughs Corporation, Burroughs 

Detroit 32, Michigan. Burroughs and Sensi1 


A a ee Burroughs Corporation 


NEW DIMENSIONS n electronics and data Drocessu systems 


t / 





How We Simplified 
Moving Our Offices 


ARTHUR W. CLARK, Director 


Home Security Life Insurance Co., 


OVING AN OFFICE of any size 
M is at best a rather complex opera- 
tion. Only by careful planning and 
thorough coordination is it possible to 
make such a move rapidly and 
smoothly. One major objective is to ac- 
complish the entire process so as to in- 
terrupt normal operating procedures as 
little as possible. With this in mind, we 
try to devise methods that will facili- 
tate all phases of the moving operation. 

One important element in the mov- 
ing process is to enable the professional 
movers to take each piece of furniture 
and equipment to its new location with 
a minimum of and effort. 
[These men may have to work with poor 
lighting and under circumstances which 
demand that instructions and directions 
be simple, clear and explicit. 

First we prepare a %4”-scale layout 


lost time 


of Planning, 


Durham, N. C. 


through the use of three-dimensional 


models placed on a floor plan which in- 
corporates a 14”-grid to facilitate spac- 
ing. This is done by planning depart- 
ment personnel working in conjunction 
with responsible department heads. 
Three-dimensional models are used be- 
cause of the ease with which they may 
be shifted about and because a layout 
made with these models may be mean- 
ingful to someone who has difficulty 
interpreting a two-dimensional plan. 
The models we use contain small mag- 
nets, and cling to the plan which is un- 
derlain by a piece of sheet metal. The 
floor plan tracing is placed over the 
gridded sheet metal, and the wood scale 
models with built-in magnets sit on top 
of the plan. 

After the layout has been completed 


and agreed upon, it is drawn on trac- 
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~ world’s most advanced moderately priced 


DICTATING MACHINE 


featuring instantaneous, fumble-proof 


With just five simple controls where comparable machines use as many as ten 
with two-second magazine loading where others fumble with old-fashioned 
4 hand threading with crystal-clear, easy-on-the ear voice reproduction where 
SimeceR to | others require nerve-racking concentration... the new Norelco ‘35’ makes it at 
TRANSCRIBE | least 50% simpler, easier and pleasanter to give and take office dictation. En 
" ineered by Philips of the Netherlands, world’s largest electronics concern out 
de the United States, the Norelco ‘35’ represents the sum total of modern 
scientific knowledge as applied to the simplifying, streamlining, ruggedizing and 
foolproofing’ of moderately priced dictating equipment. Prove to yourself that 

the Norelco ‘35’ makes all other dictating machines in its price class obsolete 

Ask your dealer for a free demonstration at your office, without any further ob 

gation on your part 


Check these NORELCO ‘35’ features 
against any other dictating and transcribing machine at any price: 
Magazine Loading — » True-Fidelity Sound - 
SIMPLER fumble-proof, jam-proof prevents fatigue in transcr 
Extra-Long Dictating Capacity — ’ ene ie mg ie 
39 minutes on one ree! Modern Decorator Styling — 
Easy Portability —only 8 Ibs blends with any decor 
Only 5 Controls—for all functions: dictating, playback, fast-forward, 
rewind, quick-review, quick-erase, and stop : 
Full Line of Accessories Available — headset, earpic 
control, telephone attachment, conference loudspe 
phone, carrying case, etc 


NORTH AMERICAN PHILIPS CO., INC., Dictating Equipment Division 
230 Duffy Avenue, Hicksville, Long Island, N. Y. 


Ja: Philips Industries Ltd., 116 Vanderhoof Avenue 


rds 





ing paper or on a reproducible master. 
Each piece of furniture is drawn to 4”- 
scale and on each is shown the serial 
number of the piece of furniture. These 
numbers correspond to small numbered 
tags which are permanently attached to 
the pieces of furniture themselves. In 
our case, these tags are used in conjunc- 
tion with our inventory control system 
for furniture and equipment. The im- 
portant thing is that each item have its 
separate number. 

At this point we have layouts of all 
of the furniture and equipment in their 
new location with each item precisely 
identified and placed. Though such lay- 
outs would ultimately enable the mov- 
ers to accomplish their task, the process 
would be slow We 


adding 


and cumbersome. 


have tried to streamline it by 


a few simple signposts 


First, the new space is divided into 


Planomatic scale models of office equip- 
ment were used to plan office layouts. 
Models are made by M & M Industries, 
South Milwaukee, Wis. 


Qu 
oo 


separate floors which are numbered in 
the conventional manner. Then each 
floor is divided into easily recognizable 
zones—in our case, building bays. In 
the absence of any other readily recog- 
nizable physical features, tapes or chalk 
lines could be used to designate areas. 
We numbered our seven bays in the 
major work area in each floor—an area 
50x 200 ft. 
and then have subdivided each rec- 


measuring approximately 


tangular bay by a line across its center 
dividing the north half from the south 
half and producing almost square areas, 
containing roughly 650 sq. ft. 
One additional work area in the service 


each 


core of the building has been designated 
simply by a bay or zone number. 

By using two digits and a letter, we 
specify the floor number, bay number 
on that floor, and the north or south 
side of that bay: 34N means the third 
floor, fourth bay, north side. In addi- 
tion, offices on each floor are consecu- 
tively numbered so that if a piece of 
furniture goes, for example, into an of- 
fice in this same bay and this office 
happens to be the No. 3 office on that 
floor, it is designated at 3403, the “O” 
standing for office. 

The every piece of 
furniture or equipment is stamped in 


destination of 


large characters on the tag which is 
tied to the item. 
ferent colors 


These tags are in dif- 
one color for each floor 
so that simple color recognition will 
make it possible to take the furniture 
to the A large rubber 
stamp is used to prepare these tags so 
that they may be read even in very poor 
light. With copies of the zone master 
sheets in hand, the movers have but to 


proper floor. 


glance at the tag on any items to de- 


THe Orrice—September, 1958 


, 





, your copy 


in just 


4 seconds” 





You'll use it because it’s so simple, quick and clean. 
Only a ‘“Thermo-Fax’’ Copying Machine gives you 
modern dry process copying. There are no nega- 
tives to make, no chemicals to pour. You get copies 
in 4 fast seconds made by electricity alone. Copies 
cost as little as 5¢ each. You save both time and 
‘money. Call your dealer now for your demonstra- 
tion. You'll see why you’ll use this copy maker. 

IN 4 SECONDS Or send coupon below for details and free business 
communications idea book. 


MINNESOTA MINING AND MANUFACTURING COMPANY 
~where RESEARCH is the key to tomorrow 


Minnesota Mining & nneaibaniatnan Co. 


Dept. E2-Yo, St. Paul 6, Minnesota 
erma- ax Send full details of the dry process THERMO-FAX 
“Secretary” Copying Machine and my free copy 


WY) COPYING PRODUCTS of your new book, Better Business Communications. 


oucr 
ere Or Nome_ 


Compony____ 
~ R€searnc™ Address 


"“Thermo-Fax"” and "Secretary" are 
3M Company trademarks 


For More Information Circle No. 218 
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With the Justowriter, automatic tape-operated composing 
machine, all printing on offset duplicators in your office Use sd a 
s t 

can be professional looking, with justified margins, accurate, ee 
easy to read ... at a substantial saving in cost over type- BOOKLETS 

ee ee ate S(O ES MANUALS 
writer or hot metal composition. Any printing or duplicat- 
ing job, large or small san be set on direct image a 
ing job, arge r sm cee Cal we se I ec age NEWSPAPERS 
plates or reproduction proof paper from the Justowriter’s DIRECTORIES 
punched paper tape. HOUSE ORGANS 


One keyboarding on the Justowriter Recorder produces a —— 
visible copy and a punched tape. This tape operates the PRICE LISTS 
Justowriter Reproducer to set sharp, justified proofs auto- DIRECT MAIL 
matically at 100 words per minute. Author’s alterations or 9 


corrections are easily made by making a tape from a tape & rey 
... automatically. Fourteen different type styles are avail- Friden cre® s 
able in sizes from 8 to 14 point. gre wor! 
WRITE TODAY on your business letterhead for additional % ne 

: : ; For Bu! 
information on the justifying type-composing Justowriter -- wr” 

a basic Tape-Talk machine in the ‘‘new world for busi- FRIDEN, INC. 
ness’’ created by Friden. San Leandro, California 


THE ABOVE COPY WAS SET ON THE JUSTOWRITER IN 8 POINT GALVIN TYPE 
For More Information Circle No. 236 
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termine readily the floor and zone for 
which the piece is intended. 

Once the item has arrived in that im- 
mediate area a representative of the 
department concerned, equipped with 
the %4”-scale layout, will look at the 
serial number on the piece and is then 
in a position to determine its precise 
location in the zone. In our own case 
this operation is facilitated by reason 
of our having floor tiles which measure 
one foot on a side rather than the usual 
nine inches 

The advantages of this system are its 
simplicity and the fact the movers need 
read only the few bold characters that 
tell them where they are to take the 
furniture and equipment. All of this, 
coupled with the color coding of the 
tags themselves, simplifies their job suf- 
ficiently so that there is little chance 
of misplacing pieces during the mov- 
ing. With carefully planned and sched- 


Numbered, colored tags, indicating floor 
and zone in new location, were attached 
to every piece that was moved. 


uled moving operations, this procedure 
should minimize the number of prob- 
lems that must 
such an operation 


inevitably arise during 
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jreen Tag - 5th Floor 
White Tag - 4th Floor 
Yellow Tag 3rd Floor 
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Orange Tag 2nd Floor 
Blue Tag lst Floor 


Red Tag - Basement 


Plans of each floor were offset duplicated for all moving men. When equipment arrived 
in an area, a department representative with a detailed layout pointed out the exact lo- 


cation for each piece. 
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REVOLUTION 
IN BANK 


DATA 
PROCESSING 





.. . The FIRST National Bank of Boston, oldest 
and largest in New England, starts new era of 


bank accounting . . . introduces truly integrated 


bank data processing with Honeywell’s DATAmatic 
1000 . . . newest, speediest, most accurate 
development in its field. 


A TRULY INTEGRATED OPERATION DATAmatic 1000 has already 
begun processing special checking account records at The FIRST. 
DATAmatic 1000 will eventually handle the bulk of the bank’s record- 
keeping which embraces 31 departments, over 90 services, 26 offices, 
and 3,890 employees. 


Here’s how DATAmatic 1000 will revolutionize bank paperwork : 


Post 250,000 checks and deposits per @ Read 900 punched card checks per 
hour minute 


Store 750,000 stockholder records on @ Print up to 12,000 dividend checks per 
ten reels of magnetic tape hour 


Verify checking account numbers @ Sort economically at electronic speeds 


automatically ‘ ‘ : 
@ Use magnetic character equipment 


Generate own name code for alpha- now being developed 


betic files ere . —s ; 
ee For full details about DATAmatic 1000, 


Search several tapes simultaneously call or write DATAmatic Division, Dept. 


; ; E-9, Newton Highlands 61, Mass. 
Print 6,000 monthly statements per , ‘ a 


hour 


Read, record and process simultan- Honeywell 


eously 


Feature off-line conversion equipment : 
1H} DATAmatic 


wontrwr 
§ 3 


ATA PROCE 
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Strokes 
of perfection 


ROGA 1388 N22 


_ 
~ 


Would you like to try one of our 
famous Ticonderoga Pencils? Ex- 
perience the pleasure of writing 


Leadfastt DIXON TICONDE 


easier, smoother, faster. Pick-a- 
Point that you like best and send 


for one today. 


Dixon 
Ticonderoga 
Pencils 

always write with 
1 EXTRA SOFT 
clean, « risp strokes. 
No. 2 SOFT 


No. 2-5/10 MEDIUM 


No. 3 HARD 
No. 4EXTRA HARD For strokes of 


Pick-a-Point 


pure color... 


always use 
{sk your stationer for the yellou ints 


pencil with the three green bands. Dixon Thinex 
Color Pencils 


D IXO N 


THE JOSEPH DIXON CRUCIBLE COMPANY 
Pencil Sales Division Jersey City 3, N. J. 
Dixon Pencil Co., Ltd. Newmarket, Canada 
Dept. 00-9 
For More Information Circle N 449 
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Duplicators Turn Out Copies 


Faster Than Hands Can Collate 


UPLICATING JOBS sometimes 
D consist of a single page, but often 
material to be duplicated runs into mul- 
tiple pages. Whenever that happens, 
there is a collating job to be done; gath- 
ering the sheets into sets for binding 
or stapling. The insurance industry has 
found office collators just the thing for 
and 


assembling underwriting 


bulletins, 


agency 
pamphlets, premium rate 
schedules, standard non-forfeiture laws, 
speeches, reprints and other public re- 
lations mailings, and miscellaneous em- 
ployee pieces. Manhattan Life 
Co., New York, recently 
up to the inefficiencies of its old hand 
collating methods. The answer was an 
electrically operated, ten - bin Thomas 
Collator, located in the duplicating de- 


Insur- 


ance faced 


rhe purchasing 
subsidiary of Al- 
lied Stores Corp., 
New York, uses 
6000 duplicating 
masters monthly 
and collates over 
16 million sheets 
annually. Their 
20-bin electric 
Thomas collator is 
shown at right. 
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partment, where it steadily serves Man- 
department, under- 
investment, public 


hattan’s 
writing, 
relations, personnel and other depart- 


agency 
executive, 


ments. 

Because their internal duplicating de- 
partment has proven so practical, es- 
pecially in time and money savings, and 
work in 


close control over 


Manhattan’s department manager plans 


progress, 
to expand his facilities. “Even though 
I want to add another duplicator,” he 
states, “I feel quite confident that our 
collator will be able to handle whatever 
increased work we can give it.” 
Underwriter’s Laboratories, Inc 

New York, in addition to testing the 
Thomas Collator thoroughly and grant- 
ing it the laboratories’ seal of approval, 


fF 


‘+? 





for their 
Detailed reports of test find- 
ings are duplicated internally. The ma- 
chine readily collates glossy photographs 
as well 


found the machine valuable 
own use. 


as uncoated offset stock used 
for these reports. The collator’s most 
spectacular service at UL was the one- 


time assembling of 1000 sets of reports 


of 600 pages each, at a time saving of 
approximately 50%. 
Financial 


Co., New 
York, processes and distributes com- 
plete, up-to-the-minute statistical infor- 
mation to firms and individuals engaged 
in securities trading. Composed of daily 
reports, cumulative monthly bulletins 
and a large, detailed annual directory, 
this firm’s collating job runs into mil- 
lions of sheets. For example, 2250 
copies of the directory running about 
700 pages each, and listing 25,000 stock 
issues and over 30,000 companies, is 
now easily collated by only one per- 
son in five weeks without overtime. 
With earlier hand methods, this job re- 
quired four girls over a period of i2 


Information 


96 


A million and a 
half pages being 
collated into 2250 
sets on a 32-bin 
Thomas electric 
collator at Finan- 
cial Information 
Co., New York. 


weeks, with frequent bottlenecks and 
overtime. What mechanized collating 
has meant to Financial Information Co. 
is summarized by its president, Stanley 
Croasdale: “Why have modern, rapid 
offset duplicating equipment, print 
reams of paper, and then spend weeks 
putting it into sets for mailing? Our 
collator has more than paid for itself— 
even a conservative estimate would put 
the amount in the thousands.” 

Brokerage firms, such as Bache & 
Co., use the collator for assembling 
multi-page interoffice memoranda, re- 
search data and’ other reports not for 
publication. They realize savings in 
time and money, and need less space 
to lay out such work on many large 
tables. Preparation and dissemination 
of masses of financial information 
usually necessitates internal duplicating 
and collating. 

Distribution of is vital in the 
merchandising field, as illustrated by 
Allied Stores Corp. Buying information 


data 


(Continued on page 
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your company is judged 
by the office you keep! 


Scientific construction, hand- 
some styling, consideration 
for comfort, are all combined 
in Cole Steel Office Equip- 
ment. Cole Steel is America’s 
top selling brand, its low in- 
itial cost and enduring beauty 
make it the greatest dollar 
value in steel office furniture. 


OLE 


| s. STEEL 


Send for our latest catalog 
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-COLE-STEEL> 


Cole Steel Equipment Co., Inc.» 415 Madison Ave., New York 17, N.Y. 
Canada: 329 Dufferin St., Toronto, Ont. 





thanks to 


XEROGRAPHY... 


George Malone, right, supervisor of xerography department at H. L. Green Company Inc. places copies 
of quickly prepared sales bulletin before S. E. Williamson, seated, Green’s vice-president in charge 
of merchandising, and Fred E. Myers, sales promotion manager. Multiple copies of bulletin were run 
off on offset duplicator from inexpensive offset paper masters prepared in three minutes by xerography. 


“We get ‘hot’ merchandise information to our 
141 branch store managers 3 days earlier... 
and save ‘800 a month.’”’ 


FRED E. MYERS, H. L. Green Co. Inc. 


Sales Promotion and Advertising Manager 


H. L. Green Co. Inc. is a thriving variety —and save $800 a month besides.” 

chain buying and selling more than 30,000 Write for proof-of-performance folders 

items. showing how companies of all kinds and 
As with H. L. Green, variety is the key to sizes are saving thousands of dollars and 

xerography’s success, because xerography speeding paperwork by xerography 


fast, clean. dry, electrostatic—is the world’s 


HALOIOD XEROX Las 
58-230X Haloid St., Rochester 3, N. Y. 


Branch offices in principal U.S. and Canadian cities 


most versatile copying process. It is the fast, 
economical way to get copies of price lists, 
merchandise data, promotion calendars, 


buyers’ lists, orders to vendors, and sales 


bulletins 
“Because of xerography,” says Fred E. HALO! DD 


Myers, sales promotion and advertising 
manager, ‘“‘we get ‘hot’ information to our x ae bey O X: 
141 branch store managers three days earlier 
For More Information Circle No. 241 
98 THe Orrice—September, 1958 





AUTOMATIC 
lala 


Current trends in 





rove elot-me-londelest- haley a) 


including data processing. 








Some of Us Are Going 
THE OTHER WAY 


EDMOND W.McNAMARA, Office Consultant, Bridgeport, Conn. 


RAFFIC on the superhighway of 

office mechanization is unusually 
heavy these days. The long overdue 
exodus from Manualville is underway. 
Of equal density is the traffic pouring 
out of Mechanicville Punchcard- 
town as, with punched paper tape ban- 
ners flying, it 


and 


heads down the high 
speed lane to Computerberg 

As we survey the traffic we discover 
certain patterns. For the most part, 
those coming out of Manualville never 
build up much speed and they leave 
the highway at either the Mechanic- 
ville or Punchardtown exits. A _ few, 
weaving from one lane to another, pass 
both these exits and continue toward 
Computerberg. Most of those who get 
on at Mechanicville are headed for 
Punchcardtown. But here too, after a 
slowing down at the Punchcardtown 
exit, some will lurch forward and con- 
tinue on to Computerberg. Those en- 
tering the highway at Punchcardtown 
invariably swing over into the left lane 
and head full speed toward Computer- 
berg. 

As might be expected in 
traffic with so many uncertain drivers, 
there is much brake - squealing 
many near accidents as the driver is 
egged on by his tape-waving passengers 
who encourage him to at least go on 
to Punchcardtown. As cars pull abreast 
of one another during periods of en- 
forced slowdown, the drivers often 
compare notes: “Where you heading? 
What’s up there?” 


heavy 


and 


and similar questions 


100 


reveal the overall uncertainty of des- 
tination. Occasionally the drivers stop 
to refuel and stretch their weary limbs. 
During such moments their conversa- 
tion makes you wonder what possesses 
some of them and why some of them 
are on a dangerous highway at all 


While many of them know where they 
are heading and precisely why, most do 
not know why 


they are on the road 


or exactly where they are going. As 
one fellow was heard to say, “When | 
left Manualville I intended only to take 
a brief look at Mechanicville, but here 
I am in Punchcardtown already 


these 


. and 


fellows won't rest until we end 


up in Computerberg!” 


In the back seat his fellow riders. 


toss bits of magnetic tape out on the 


pavement, or wave a piece of it in 
your face as they shout, “Pay no at- 
tention to him; 


No imagination! 


he’s non-progressive! 
Resists change!” 
Such is the 


contagion of the elec- 


tronic age and the speed with which the 
So exhili- 
rating is the ride that relatively few ot 


traffic pours down the road 


the excited travelers take time to an- 


alyze where they are going—let alone 
why they are on the road at all. Per- 
Maybe 


we should not expect people to think 


haps it is a sign of our times. 


logically about business practice any 
more than we can expect them to ex- 
plain why they drive cars of bigger and 
better horsepower along faster, more 


dangerous roads. Apparently there just 
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fs 


isn’t time to stop and think when one 
is busy keeping up with the Joneses 
or out chasing the rainbow which prom- 
ises much but yields so little. 

The power of modern advertising 
and selling combine to pressure our 
civilization into the most fitful, nerve- 
racking and hectic search for the spec- 
tacular, both in our personal lives and 
our business lives. We jump at any- 
thing which holds out the promise of 
being the solution to all our problems. 
On the highway, there are only a few 
who can remain calm and observe with 
perspective: the police and the tollgate 
tenders. Unlike the 


travelers, they are in a position to see 


excited one - way 
the close calls, the false starts, the dis- 
illusioning turnbacks of those who got 
to the end of the line and found that 
there is no short-cut, no panacea 

From the point of vantage at the 


tollgate on our office mechanization 


highway, we philosophize about the 
drivers speeding toward Computerberg. 
We see the gay and expectant faces of 


We 


the drivers 


note the 
And we 
that many will be coming back 


the passengers eager 


anxiety of know 
some 
sooner, some later. When they return 
there will be less gaiety, less exhilara- 


Rather, will be a 
steady retreat, with grim drivers and 


tion. there slow, 





i = Bohs F- Ware we EC 


weary passengers. In many cases there 
will be new drivers, less daring, more 
Many of them will have left 
their goading passengers behind, glad 
to be rid of them. They will tell you 
about their ventures into the big town; 


sober. 


how they “got taken”; how they were 


forced to turn back, to get their feet 
back on the ground of practicality and 
sober up after their wild ride 

In spite of all the publicity, articles 
seminars and lectures telling of the 
wonderful things that are being done 
or are going to be done, with punched 
paper tapes, punched cards, magnetic 
tapes and electronic computers—many 
are turning back. Many who plunged 
into high mechanization for their cleri- 
cal processes have found to their sor- 
row and chagrin that, in spite of the 
cost of capital investment, personnel 
placement and training, and general up- 
heaval of their procedures, they did not 
achieve the tremendous economy which 
they were led to expect. They could 
not operate with smaller clerical staffs 
[hey did not receive their reports sig- 
Although they them- 


without 


nificantly earlier 


selves were not blame, they 


felt duped both by some equipment 


and by their 
own staff advisers. With the falling off 


manufacturers’ salesmen 


in business activity during this eco- 
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nomic recession, they have had to find 
their way back onto firm grounds of 
conventional methods. Some have re- 
treated all the way back to Manual- 
ville. 

Consider the large New England tool 
manufacturer who, through the years, 
had progressed from the different stages 
of growth in punched-card methods 
until, in 1956, he was processing his 
$60 million worth of orders annually 
by a system built around a computer. 
By the fall of 1957 his business, highly 
dependent on the automotive industry, 


was down to about $25 million, yet he 
still using his He 
phrased his reaction to the situation 


was computer. 
in these words, “It was like using a 
bus to drive two people when a small 
two-seater would do the job.” 
Then there the medium 
manufacturer, with national distribu- 
tion, who had reached that plateau of 
clerical sophistication where all his 
paperwork geared to punched 
cards. A sudden change in distribution 


was size 


was 


policy obsoleted all field accounting pro- 
cedures and with it the need for high 
powered equipment. 

It is not in the punched card field 


alone that the stories of retreat are re- 
corded. Take the small country service 
station with ten employees, a handful 
of weekly expense vouchers and an ex- 
pensive electric accounting machine. 
They are three months behind in their 
postings because of inability to hire and 
hold a person capable of operating the 


no reflection on the 
ability of the machine to do the job, 
but it may be a reflection on the feasi- 
bility of that machine in the particular 
circumstances in which it is installed. 
Manual methods have taken over while 
the machine sits idle. 

A New Haven manufacturer frankly 
admits that he went off the deep end 
when he went into punched cards. He 
finally rectified his blunder and modi- 


machine. This is 


fied the expense of getting rid of the 
equipment that he had leased and put 
the work in a service bureau 


In his book, Electronic Data Process- 
Richard 
Canning discusses the reasons why data 











ing in Business and Industry, 
processing systems have failed and why 
some users are “on the way back.” 

1. Equipment was not satisfactory: 

a. Equipment caused too many 
random errors and expensive double 
checking procedures had to be insti- 
tuted. Eventually the system was re- 
moved. 

b. Equipment broke down and was 
down for long periods, holding up 
vital operations. 

c. Original equipment 


proved in- 


adequate and supplementary equip- 

ment had to be ordered 

worked 
but the system gave wrong answers: 

a. The people in the shop could 

not be bothered putting information 


+ 


2. Equipment satisfactorily 


into the mechanical system correctly, 
so the manual system was put back. 
b. If the operator typed the stock 
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f quotas ee 


H 


buocers | |, a Ey z 





Bunoar 


PRODUCTION | 








INVENTORIES 


SCHEDULES =| 








“DISPATCHING 


== 


Chiocego vie 
| Ft. Wayne 





MACHINE LOADING 





| RESERVATIONS 





Tronsporent 


et 3° so 
Insertable 


index 


Opaque Indicator 


For ra 
pencil notations a 


ond erasures t 


TUBE INTERIOR SIGNALS 


> 


Transparent Opaque 


AU 
Fold over 








] 
| 


J 


PRN VISIBLE 





VISUAL CONTROL PANELS 


Chart Action, Indicate Trends, Show Results, 
Permit Comparison, Picture Organized 
Facts for Analysis and Decision. 


Complete flexibility with limitless signalling and charting 
possibilities . . . Easily adapted to your individual record 
requirements. 

Lightweight panels contain clear plastic tubes which are 
individually removable and may be shifted from one posi- 
tion to another .. . Clarity of tube provides full legibility of 
contents. 

Signals snap on or off at any point . . . Hold 
position until positively moved .. . Slide 
smoothly back and forth . . . By-pass freely. 


Insertable index feature afford triple signalling potential 
by position, by color and by legend of index. 


Arak the man. for Almelo ahow you spatjleo— 





{ACME VISIBLE RECORDS, ING. 





CROZET, VIRGINIA | 
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number with two of the digits trans- 
posed, indicating that 25 mink coats 
were sold instead of the 25 imitation 
pearl necklaces which really were 
sold, the machine could not use com- 
mon sense to catch the mistake. 

3. Equipment worked satisfactorily 
but the system did not do enough. Man- 
agement still did not get the desired re- 
sults, because another operation be- 
came a bottleneck. The equipment was 
not designed to handle this other op- 
eration. 

4. The estimated savings did not ma- 
terialize. Either additional equipment 
had to be ordered to patch up the sys- 
tem, or the equipment took more time 
to perform the operations than origin- 
ally estimated. 





seriously lessened the effectiveness of 
the computer. The input equipment 
was corrected before the system was 
jettisoned and, after a period of head- 
aches in working out the bugs, the sys- 
tem is now reported to be working sat- 
isfactorily. 

Of course, one reason why companies 
are forced to turn back after starting 
a survey is that many begin feasibility 
surveys with one idea only: reduction 
of present clerical costs. When they 
become aware of the tremendous work 
involved in just the feasibility study it- 
self, they abandon original plans and 
then do nothing. They blissfully ob- 
serve, “We looked into computers but 
they are not for us.” 


Writing in Harvard Business Review 








COMPUTERBERG + 





Some of the disillusionment is caused, 
not by the particular basic equipment 
but, by the so-called peripheral equip- 
ment. One southern department store 
designed its systems of sales reporting, 
audit and analysis around a small elec- 
tronic computer. To feed information 
on common language punched paper 
tape into this computer, there were 
point-of-sales recorders. These devices, 
designed to produce a paper tape as a 
by-product of ringing up the sale at the 
sales counter, were the product of a 
different manufacturer than the one 
who made the computer. Both were 
reliable manufacturers. The punching 
device was a new design and it had 
bugs. Not serious ones, but ones which 
acted up with such frequency that they 
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(September - October 1957) Ralph F. 
Lewis said: “Despite the ballyhoo that 
has been given computer systems for 
the last few years, and in face of the 
undeniable future usefulness of the 
computer as a management tool, there 
are very few computer systems in use 
today which could be judged as eco- 
nomic from any standpoint.” In_ his 
report, “Never Overestimate the Power 
of a Computer” he wrote: “It is not 
surprising that one major eastern cor- 
poration which had pretty fully pro- 
grammed its large scale computer with 
payroll applications is now quietly de- 
centralizing the payroll operations, mov- 
ing them back to conventional equip- 
ment, and ‘substituting more worth- 
while operations on the computer.” 
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STAIN PROBLEM! 


It's @ fact! Old Towns new complete 
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® NO SPECIAL PAPER REQUIRED 
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First National of Boston 


Installs Datamatic 1000 


Data Processing System 


MERICA’S OLDEST chartered 

bank, the First National Bank of 
Boston, now has the largest single elec- 
tronic system to be used by any bank 
in the world today. It was built and in- 
stalled by the Datamatic Division of 
Minneapolis-Honeywell Regulator Co. 
In making the announcement, Lloyd D. 
Brace, president of the bank, said that, 
“Banks, like many other businesses, are 
concerned with the growing amount of 
their paperwork. Last year The First 
processed approximately 47 million of 
its customers’ checks; by 1960 it is esti- 
mated that it may be 54 million. Each 
check is handled on an average of 
slightly more than four times. This 
totaled approximately 197 million han- 
dlings last year and could grow to 226 
million in 1960. Electronic data proc- 


106 


essing will help the bank adjust to this 
present and expected volume, resulting 
in greater accuracy, speed and efficiency 
in many of our banking operations.” 

Now being processed on the Data- 
matic 1000 are the records of 30,000 
special checking accounts. Punched 
card checks received by the bank for 
payment are coded for the amount and 
fed directly into the system which posts 
them to the accounts at high speed. 
Regular checking accounts for 70,000 
depositors will be processed electroni- 
cally when the bank acquires equip- 
ment now being developed. This new 
equipment will automatically read in- 
formation printed on each check in 
magnetic ink. 

In addition to deposit accounting, 
other applications programmed or be- 
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Donald French, Frank Cate Jr. and Philomena Chludinski, of the First National Bank 
of Boston, and Jeremiah Sullivan (rear) of Datamatic, at the central console of the 


bank’s new electronic data processing system. 


ing prepared are the maintenance of 
stockholders’ preparation of 
dividend checks for the Corporate Trust 
Division of Old Colony Trust Co. (the 
bank’s allied institution); and loan ac- 
counting, including installment, com- 
mercial, mortgage and factoring loans. 
Personal trust accounting and payroll 
accounting applications are under study. 

All master record files of the de- 
partments which use the system will 
be condensed onto just 20 reels of mag- 
netic tape. Each about 20” in 
diameter, contains more ‘than a _ half- 
mile of tape. One storage cabinet cov- 
ering 5 sq. ft. holds tapes containing 
all the data previously requiring 2185 
sq. ft. of floor space. 

The system translates information re- 
corded in the form of punched cards to 


ledgers, 


reel, 
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a dot-dash electronic language on the 
3”-wide magnetic tape. Simultaneously, 
the system reads and writes at the rate 
of 60,000 decimal digits per second, 
while at the same time performing 1000 
multiplications or 4000 
5000 comparisons. 
Benjamin W. 
controller, who 


additions or 


Taunton, 
has 


assistant 


been working 


closely with electronic data processing 


at The First since 1953, is in charge 
of the electronic programming center. 
Explaining how the system does their 
job, Mr. Taunton said, “In updating 
checking account records, information 
recorded in the form of punched holes 
in card checks—and later, on paper 
checks printed with magnetic ink char- 
acters—is read and translated into the 
dot-dash language and written on mag- 
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netic tapes. The card reader and input 
converter performing this function, 
handles 900 punched card checks a 
minute. This data is then transmitted 
to the central computer at the rate of 
60,000 digits per second where it is 
processed at electronic speeds. The com- 
puter makes the changes in the master 
record files and produces on tape the 
output information needed daily to pre- 
pare statements, trial balances and other 
reports. 

“To translate this output to printed 
form, the tape is fed through an out- 
put converter which converts it to let- 
ters and numerals through a high speed 
printer. These units also automatically 
edit and arrange the information to fit 
any special forms, while printing at the 
rate of 900 lines a minute. A highly 
staff of 


from our own employees, have been 


trained specialists, recruited 


trained in the operation of the system 


by the bank and Datamatic personnel.” 


Caroi Ce.ata shows the 20 reels of tape 
which holds all master file records initially 
used on the First National Bank of Bos- 
ton’s Datamatic 1000. The tape is stored 
in a cabinet occupying 5 sq. ft.; original 
data required 2185 sq. ft. 


Richard Wanders 
Jr. mounts a tape 
in the magnetic file 
room of the bank’s 
electronic data 
processing system. 
Each reel of tape 
is over a half-mile 
long. 
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THIS NATIONAL ACCOUNTING MACHINE has greatly 


simplified the record-keeping set-up of The Bianchi Co, 


BIANCHI IS THE ONLY COMPANY to mani 


iquid center cherries and chocolate cov 


“Our C@alional System 


prod 


kind in the world 


A. J. BIANCHI, whoss« 


1y was in busine 


THIS MACHINE—the only one of its 


was designed to mass 


UC € hocolate overed ¢ erries 


saves us ‘2,400 a year... 


returns 68% annually on our investment.”’ 


—The Bianchi Company, New York City, N.Y 


“The ease with which we are able to operate our new National 
Accounting Machine has speeded up our posting work consider- 
ably, making more time available for credit follow-up and 
other important office activities,”” writes A. J. Bianchi, of The 
Bianchi Company. ‘In fact, we estimate that our National has 
cut posting time by 75 

“All totals are accumulated automatically by our National 
System, eliminating the daily re-adding of columns. And with 
the information our National supplies, we are able to complete 
tax reports in a fraction of the time it previously took by hand 
Our National System is easy to operate, too, making it easier 
for us to train new employees. 

“By increasing the efficiency and 
economy of our operation, our Na- “ 
tional System saves us at least $2,400 Y J. P 
a year, returns 68% annually on our 
investment.” 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES © HELPING BUSINESS SAVE MONEY 


of The Bianchi Company 


Your business, too, can benefit from 
the time- and money-saving features 
of a National System. Nationals pay 
for themselves quickly through savings, 
then continue to return a regular year 
y profit. National's world-wide serv 
ce organization will protect this profit 
Ask us about the National Mainte 
nance Plan. (See the yellow om 


pages of your phone book.) 
“TRADE MARK REO. U.S. PAT. OFF. 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
nce paper (No Cagson RravizeD) 


For More Information Circle No. 240 
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Here is a typewriter that is perfectly 
at home in any office. A beauty for 
looks, a delight to type with, and a 
willing work horse for any kind of 
typing job, large or small. It's a mat- 
ter of pride with us that so many 
makers of quality products insist on 
OLYMPIA. These discriminating firms 
insist on high quality. And they know 
that OLYMPIA standards are based 


on years of experience of craftsman- 





MAAN AAAANARARAAAAA 


VV VA 


ship and design. See your authorized 
Olympia dealer today. 


AND CONSIDER THESE PLUS FEATURES 


e Plastic alignment guides ideal for 
drawing horizontal and vertical lines 
and form ruling. 

¢ Automatic tabulation clearance for 
instant and automatic clearance of 
all tabulator stops. 

© 46 spring-cushioned, finger-form key 
tops, give a comfortable feather- 
light touch and prevent finger 
fatigue. 


Writes BEST of all... 





— 


Because it’s built BEST of all. 


OLYMPIA DIVISION inter-contineNTAL TRADING CORPORATION 


90 WEST SEREEGT - 


NEW YO@R 6. 8. Y. 


For More Information Circle No. 215 
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An Order-Ship-Bill System 
That Saves $150,000 a Year 


HUGH M. ATWOOD, Manager, Office Procedures, 
General Purpose Control Dept., General Electric Co., Bloomington, III. 


E RECEIVE between 500 and 
W ico orders per day, comprising 
1500 to 3000 billing items. Because 
mail piles up over the week end, almost 
double the number of orders can be 
expected on Monday with a 
‘sponding sharp low on Tuesday. 


corre- 
The 
majority of the items ordered are ware- 
house - available. The remaining items 
represent factory specials which usually 
must be built. Our chief interest and 
the subject of this article is the rapid, 
economical handling of the warehouse 
items. 
maintained in the 
house primarily from a forecast of busi- 
ness conditions with only secondary ob- 


Items are ware- 


servance of specific sales activity at any 
particular time. Maximum and mini- 
mum figures of permissible inventory 
are used only as warning signals to in- 
dicate that the forecast system of re- 
plenishment needs review. On the other 
hand, renewal parts are maintained in 
the warehouse primarily on an inven- 
tory on maximum and 
minimum points of permissible inven- 
tory. 


record based 


Mail is obtained from the Blooming- 
ton Post Office before 7 a.m., opened 
and sorted into rough categories of or- 
ders and other mail. Before 8 a.m. 
when most of the regular office shifts 
commence, a classification edit step has 
begun to separate the obvious ware- 


house standard items from those which 
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require special handling. In a small 
percentage of cases, special engineering 
may be required to satisfy customers’ 
needs. In a somewhat larger number 
of cases, special manufacturing is 
needed without special engineering. All 
the specials go different routes. It is 
also determined whether a product is 
made by this department or whether 
the order requires routing to the cor- 
rect department. The majority of or- 
ders go into the standard pile and pro- 
ceed immediately toward customer de- 
livery. Although most is received in the 
first mail delivery, further orders are 
received through the day and there is 
a steady flow of telephone and tele- 
graph orders. 

If the product is a standard ware- 
house item, the order is edited to as- 
that all information has 
been applied to assure proper handling. 
For example, information such as dis- 


sure correct 


The order is edited. 













The only thing you cé 














NJ | ve fee ' 
Nothing saves expensive 0 , time i 


Durametric does. It’s the only carbon paper with the 


spaced lette g. This edge is also uncoated for 


ebster MultiKopy 


le x carbon handling, cleaner letters 
Durametric stays flat even in extreme tempera , lis made « i t materials 


to give superior performance and longer “vice here ‘ ! varieties of 
weights and finishes for every office need 


With Silk Star there are fewer ribbon chang harper im} 
Made of the finest silk so tightly woven that 18 yards fit the 
only 12 yards of cotton. And it’s so strons 

type better and is actually 3 times longer wearing 
MultiKopy Durametric 





Here's the full line of 
Webster Quality Duplicating Products 


Check off all your needs here 


RRO)N I LPR I role 
Typewriter, pencil, pen, transfer, blueprint, billing in scores of 


weights and finishes 


PIRIT PAP! 


I 


for both spirit and hectograph duplicating process 


for correspondence, spirit duplicating, photo and offset work 


for most types of adding, accounting, tabulating and addressing 
machines 
> 


| SRLAEen ee nae 
/ TYPEWRIT! 
fora Type I 
for correspondence, record, offset, hectograph, photo blueprint 


for Teletype, Autographic Register, Elliott-Fisher, and adding 
machines 


Plus 


OR 


\C °¢ 


Type Cleaner, Instrument Oil, 
Duplicating Fluid, Hand Cleaners 


For. More Information Circle No. 302 





Item cards are pulled. 


count, sales credit, collection method, 
etc., must appear. Next comes the in- 
ventory control check. This is a yes 
or no system, and the employee deter- 
mines whether it is 


warehouse or not. 


available in the 
No manual posting 
occurs at this point or any other point 
in the system. Availability is controlled 
by flagging a tub file which is updated 
every day before processing starts. The 
actual determination of inventory posi- 


tion is a second-shift mechanized proc- 
ess, but for eight hours in each day we 
do not work from the same point of 
inventory. 
file is placed at such a level that the 


The flagging point in the 
probability will not 
run out in any particular item that day 
if it has not been flagged. One specific 


is that inventory 


protective rule is superimposed on our 
yes-no system: bump orders. Each flag 
carries on it a quantity which is con- 
sidered a bump order quantity. If the 
order in hand calls for a larger quan- 
tity of the item than this bump order 
quantity, it is referred to an inventory 
analyst who makes a specific determi- 
nation as to whether the order should 
be allowed to pass or whether special 


114 


means be taken to provide sufficient 


material for the customer. In any in- 
stance where a flag is on the tub file 
for a particular device or part, any or- 
der calling for that flagged device or 
part is also reviewed by the inventory 
analyst after it has been brought to 
his attention by the availability clerk. 

When the availability clerk 
mines that the order should be allowed 


deter- 


to pass, she pulls a card known as the 
sixth or item card and fastens it to the 
order. After all the required item cards 
have been attached to the order, the 
order is passed to the assembly and 
checking station where all other cards 
are added to the order and the arrange- 
ment and accuracy of the cards, as 
pulled, is checked 

At the assembly and checking sta- 
tion, the cards pulled are: statistical 
card which provides space for all sta- 
tistical information having to do with 
such things as customer reference num- 


ber, district office, office receiving, and 


Items are accumulated for shipment. 
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Wm. Herber 


> President Finance, Ca 


“Moore forms help us speed Del Monte sales forecasts” 


CONTROL GIVES CALPAK MORE ACCURATE REPORTS SOONER TO MEET 


FAST MARKET CHANGES 


With thousands of food items in their line. 
the California Packing Corporation (Del 
Monte) must have up-to-the-minute sales 
and inventory facts on each product. A 
new automated system makes possible 
complete weekly reports based on infor- 
mation from over 240 locations in the 
U.S., Canada and overseas. 


Figures from plants and sales offices 
are fed into an IBM 650 Computer, which 
calculates total sales, unshipped orders. 
transfers and inventories. The magnetic 
tapes containing this information run 
through an IBM Tape Data Selector. 
which prints the complete Stock and Sales 
Report on specially designed Moore 4-part 
continuous forms. This is Calpak’s con- 
trol-in print. 


Build control with 


These are the benefits: Intermediate 
copying steps are eliminated. Errors are 
eut to a minimum. Correct marketing 
action can be taken faster to insure proper 
levels of stocks. More detailed market 
forecasts prevent loss of profit from undet 
or ove production during short packing 


seasons. 
Phe Moore man can help in the scien- 
tific design of Automated Data Processing 
(ADP) systems and the forms tailored to 
them. For information on—and samples of 
Moore-planned form systems, write the 
nearest Moore ofhice. 


MoorE BuSINess Forms, INc., Niagara Falls, 
N. Y.; Denton, Tex 


4 


Calif. Over 0 offices and factorie Wook 
throughout the U.S., Canada, Mew- 
o, Caribbean, Central America. 


Emeryville, 


MOORE BUSINESS 


For More Information Circle No. 251 





FROM 


BLOOMINGTON, ILL. 


FILE COPY 


GENERAL @@ ELECTRIC 


One of the 14 copies of the split seven-part invoice forms set. 


other information for management. 
This card carries a prepunched memo 
of shipment number. The second is the 
charge-to card which tells who should 
receive the bill. The third card tells 
where to ship the material. This is of- 
ten the same as the second card and 
can be eliminated if the address is the 
same by a single punch in the second 


116 


card. The fourth card tells the General 
Electric address to which the customer 
should make his remittance. The fifth 
is the The sixth card 
has already been explained above, how- 
ever, there may be other uses for this 
card. For example, if the customer re- 
quires special marks on each item of 
the billing set, this is noted on the sixth 


discount card. 
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WHY PAY EXCESS POSTAGE 
FOR EXCESS WEIGHT OF PAPER? 


“ALPENOPAKE! 


STURDY * OPAQUE « LIGHTWEIGHT 


ALPENOPAKE—a tough, |2 pound, 
opaque sheet—was developed especi- 
ally to replace heavier papers. 
ALPENOPAKE has built-in strength 
necessary for routine rough handling. 
It is titanium filled to insure opacity. 
Without compromising quality, its 
lightweight helps you save three ways: 
First, you save postage; Second, 12 
pound ALPENOPAKE costs less per 
ream than regular bond papers in 
heavier weights; Third, you save at 
least 25°, of usable filing space. 
ALPENOPAKE is available in brilliant 


white and six bright colors. 


Other FLETCHER PAPERS: Alpena Mani- 
fold, Fletcher Manifold, Flecopake, Alpena 
Mimeo, Alpena Duplicator, Alpena Bond, 
Alpena Register Bond, Hi-Bulk Offset. 


ae Sam sO a ete ein emma et 
a 


sees 
— 
A “es 1 x 


FLETCHER paper company nena 


be supplied 
a. SaeenEESERETO a j upon request. 
= — — memes Mask ne - - e 


20 NORTH WACKER * CHICAGO 6, ILLINOIS 
Mill at ALPENA, MICHIGAN 


For More Information Circle No. 214 


IT PAYS TO USE FLETCHER THIN PAPERS 
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Invoice sets are written by machine. 
card. The seventh is the tax card. With 
the exception of the first and sixth 
cards, almost all the information is pre- 
punched and in the tub files. On the 
final billing set, only about 20% of the 
information is punched specifically for 
the particular job. The remaining 80% 
is either tub filed or machine produced. 


The next station is the key punch 


and verify station where we punch a 


good deal of information in the first 
card. The sixth card requires the quan- 
tity and item number to be punched. 
At this point we verify only what has 
been key punched, and not the cards 


pulled from tub files. Occasionally we 
must key punch and verify a “charge 
to” or “ship to” card because the cus- 
tomer places few orders with us dur- 
ing the year. Note that in the assembly 
and checking station we check the ac- 
curacy of the item cards pulled, and 
check the 
cards punched. We 
work which has been 


in the verifying station we 
accuracy of the 
verify, or check, 
done, but do not repeatedly recheck any 
work. 

Important to the discussion of ac- 
curacy all item cards have prepunched: 
price, cost, profit and loss code, point 
of manufacture, and if necessary, other 
vital financial 
and control information is always avail- 


key information. This 


able and accurate once the original 


accuracy has been assured 


As soon as a reasonable number of 


billing cards have been assembled, they 
are placed on the machines and bills are 
run. All the necessary steps for invoice 
preparation, shipping paper preparation 
or anything else which is relevant to the 
handling of the order, is written at this 


Invoice copies and 
the machine pre- 
pared collection 
schedule are fast- 
ened together with 
a Staplex electric 
stapler and mailed 
to the proper col- 
lection district. 
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reduce 
sale; 
costs 


with the NEW 

hofide 
“Flat-Top’” CATALOG 

and SALES CASE 


The new TuFrivE “Flat-Top” 
Catalog and Sales Case costs 
less to buy ... and needs re- 


placement a less a LOOKS like leather... 

so it costs less to use! NMlodern, 

box type construction and two FEELS like leather... 
expanding inside pockets allows OUTWEARS leather 5 to 1... 
full view and easy access of 

contents. Sturdy brass locks. 

LIFETIME Hardened Nylon YNCONDITIONALLY 
one-piece Edge guaranteed not Guaranteed 5 Years! 

to break; holds case in perfect 
shape. See the TuFIpDE “Flat- 
Top” Catalog and Sales Case at 
office supply, stationery and de- 
partment stores. 


STEBCO, Dept. E-10 
1401 Jackson Bivd., Chicago 7, Ill. 


Please send FREE Circular on TUFIDE Business & 


Also available witi+ inside Executive. Cases. 


| 
modifications to meet your | [} Check here if you have special requirements 
special requirements. Mail (Attach a note explaining your needs and quantity 
coupon for details. l of cases desired.) 

| 

| 


Your Name 
Ste a 
beo (Since 1918) 


Company Address 
City & Zone 


Chicago 7, Illinois 


Sept. 27-Oct. 1 — and arrange for free transportation to visit our factory showroom 
and see our complete line. 
For More Information Circle No. 429 
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HE CONTINUAL GROWTH of the 
National Business Forms Associates 
during the last 13 years is reflected in 
the program of their annual convention 
which opens September 29 at the Ar- 
13th Annual lington Hotel, Hot Springs National 
Park, Ark. This organization now has 
active chapters in 125 cities in the U.S., 
NBFA Meeting Hawaii, Puerto Rico and Cuba. The 
expanding services offered to member 
firms assures continuing growth under 
I H t 6 © the leadership of the organization’s of 
n oO prings ficers and directors who have planned 
an important program for the conven- 
tion this month. 
On Monday the 29th, William Charl- 


ton, manager of the data processing 


; 


di 
or 


a i 2) 6 Gl Bi es ae 
as 
ms 


ms et eos 
fides 
> mare 


_s 


Arlington Hotel, Hot Springs National Park, Ark., site of NBFA meeting this month. 
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Olivetti offers unique machines, such machines) to choose from... a 50-vear 
as the only high-speed calculators that record of reliability, with 3,000,000 type- 
print, the only printing calculator with writers and 700,000 calculators sold. For 
dual-registers, the only manual type- information, write Olivetti Corporation 
writer with proportional spacing . . . one of America, 375 Park Avenue, New York 
of the most complete lines (18. office 22, New York. 


olivetti 


The Olivetti Divisumma 24 is 
ah igh -# pee d 81 ngle ~ hee yboard 
printing calculator with auto- 
matic constant and memory. 


For More Information Circle No. 213 
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VIVID... DURABLE... QUALITY-BUILT 


Vin 


* — Electronically 
Sealed 
Ring Binders 


Again Gen- 
eral Loose 
Leaf steps 
out to lead 
the field in 
the finest 
attractively priced VINYL Ring Binders 
on the market. A host of vivid hand- 
some colors with covers and lining of 
top quality Virgin Vinyl French Calf 
Finish are offered. These binders are 
ideal for silk screening, foil stamping, 
or electronic embossing. General also 
offers a creative graphic design service 
for binders requiring a distinctive look. 


Write or phone for our new illustrated catalog 
See you at the NSOEA convention in booth #171 
Sept. 27, 28, 29 


thee 


eneral loose leaf 


j. 
bindery co., inc. 


720 SOUTH DEARBORN STREET * HArrison 7-7312 + CHICAGO 5, ILL 


For More Information Circle No. 431 














division of Curtis Publishing Co., Phila- 
delphia, will discuss forms systems for 
use on high speed tabulating and data 
processing equipment. The application 
of creative thinking in the sale of busi- 
ness forms systems will be the subject 
of a talk by Dr. G. Herbert True, as- 
sistant marketing, Uni- 
versity of Notre Dame, and vice presi- 
dent of the Institute of Visual Research, 
South Bend, Ind. 


professor of 


E. W. Fireoved 
NBFA President 


Monday afternoon will be devoted 
to a round table systems forum at which 
Victor Snyder of Bonnar-Vawter, Inc., 
New York, will relate the story of Fan- 
form systems designed for use on tabu- 
lating machines. In the evening, the 
joint manufacturers’ committee, under 
chairmanship of Charles Long, Inter- 
national Business Inc., Little 
Rock, Ark., will present their seventh 
annual entertainment 

On Tuesday morning, September 30, 
the round table systems forum will fea- 
ture a presentation by W. Mason Beek- 
ley, Business Forms, Inc., West Hart- 
ford, Conn., will be 
edge punched card and form systems. 
The annual NBFA golf tournament will 
be held Tuesday afternoon under the 
chairmanship of Charles Tingle of 
Indianapolis. 

How to plan a profitable dealer opera- 
tion will be described by Ross Thomp- 
son, Consolidated Business Forms Co., 


Forms, 


program. 


whose subject 
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Now all our girls 


know how to use the Tickometer! 


An office manager reports: ‘The Tickometer is such a help I decided 
all our girls should know how to operate it... Now they all use 

it to count and mark customers’ orders, bills, complaints, 
cancellations; and to count and date customer 

bill stubs, count and endorse checks for 

deposit. We save hours every day.” 


The Tickometer imprints, dates, codes, 
cancels most anything from a ticket stub 
to a ledger sheet—eight times faster than 
by hand. And it counts as it stamps. It 
does in minutes jobs that take hours 
manually—speeds range from 400 to 
1,000 items a minute. And it’s so 
accurate, banks use it to count currency. 

Even when used only for a few ; 
minutes at a time, the Tickometer 
still shows important savings 
brings extra convenience and 
efficiency to many departments. 

It feeds automatically, stops for damaged 
items; is easy to set and operate; can 
be set for predetermined counts and 
registers partial amounts or totals. With 
optional accessories it signs checks, 
does consecutive numbering. 

You can rent or buy a Tickometer. 
Ask the nearest PB office to show 
what the Tickometer can do. 

Or send coupon for free illustrated 
booklet and case studies. 


Pitney-Bowes 


TICKOMETER 


Counting & Imprinting Machine 


PitTNEY-BowEs, INc. 
3443 Walnut Street 
Stamford, Conn 


Send free Tickometer booklet and case studies 


Name 
Made by the originator of the postage meter 


— : : 
od offices in 107 cities in U.S. and Canada. 


Addre 
For More Information Circle No. 334 
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H. Krueger and G. R. Bruce 

Walker of C. E. Sheppard Co., Long ipo pacer 
Island City, N. Y., will describe peg- Pad Pere eriage Yaa wa 
board accounting systems and their "OR REPRODUCTION, . Assn. of Photo 
applications. Sensitizers, 51 East 57th St., New York 22, 

During the three-day meeting, semi- aie Se 
nars will be held for salesmen of NBFA Lists silver sensitized papers, films and 
member companies. The convention cloths according to speed, type of emul- 
will close with the annual banquet on 
Wednesday evening. 


Some 38 aenlar forces qusnlioss u THE PRESIDENT’S GUIDE. Prentice-Hall, 
jor forms suppliers will Inc. Englewood Cliffs, N. J., 1200 pp., $35. 


Pittsburgh, on Wednesday, October 1. 
a NEW BOOKS 


sion, base, color, etc 


attend the meeting. These manufactur- ; 
ers, all experienced in the production ot The result of three years’ work by the 
publishers’ entire editorial staff, this book 
raises the how-to-do-it approach from the 
basement workroom to the executive suite 
methods and simplifying paperwork. Written for the company head, it covers 
They should receive a fresh and posi- even important areas of business and tells 
tive approach to their increasing produc- him in detail: how to get more work from 


his employees, how to get more money 
tion problems, brought about by the from his company, how to raise cash for 


constantly expanding forms market. his company, how to slash his personal tax 


forms systems and related products, 
have a keen interest in bettering clerical 


MULTILITH OPERATORS “Z40 
NOW YOU CAN CUT COSTS a 
cover your own dampening rolls with 


PRESEWN TRI-MOL molleton covers 
IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 


can put on their own dampening roll TRI- 

MOL Molleton covers. It's as easy as 

A-B-C (see. illustrated steps at 

STEP A — Wrap . a 

icin tak wilt left). Send in your order to 

cover) around roller day or write for more 

STEP B—Slide TRI-MOL Mol- af ‘i 

leton cover (as shown) onto roller. intormation. 


STEP C—Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For further information, write: 


ROLL-O-GRAPHIC CORP. 


133 Prince St., New York, N. Y. 














DEALERS AND DISTRIBUTORS INQUIRIES INVITED 


For More Information Circle No. 352 
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At Last... 


THE MIRACLE OF 
CLEANLINESS IN 


> MIRACLEAN S| | 


“A CLEAN HECTO 
CARBON MASTER 


You are invited to try 
a free sample Standard 
Miraclean Carbon Master 
Unit. Here for the first time 
is a unit in purple or black 
with a clean edge on all 
four sides. You might call it 
a picture frame unit, framed 
all around by clean paper. 
There is no exposed carbon 
edge, no carbon dust to 
transfer stains when an 
operator handles the unit. 








Standard Miraclean Car- 
bon Units offer all the 
advantages of the spirit 
process. They work on all 
fluid duplicating machines. STANDARD DUPLICATING MACHINES CORP., Everett 49, Mass 
For new esprit de corps in (_} Please send free trial sample Miraclean Purple Unit 
your duplicating depart- C) We are especially interested in a sample of black 
ment, you'll want Standard ; Name__ 
Miraclean.Send the coupon 
for a free sample and see 
for yourself, 


Street 
tT 
Oe 


For More Information Circle No 
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METAL-LUX&X CLERICAL POSTURE CHAIRS 


now with sy ap=3.\, els =) OF: 4—e wb Com Peters 


at little more than a tubular steel base 





net beauty bi 


PERMO-PLASTIC I The 
d beaut 


new durability 
req ro 
in clerical posture cl 

te for complete details now 


' 


SEE US AT 
ROOMS 652A AND 654A 
AT THE NSOEA CONVENTION 


MILWAUKEE METAL FURNITURE COMPANY, \\:' | 
101 N. Campbell Ave., Chicago 12, Illinois 


For More Information Circle No. 
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bill, how to boost profits by cutting costs, 
how to develop new products and mar- 
kets, and how to handle the question of 
corporate procedure. 


BUSINESS LAW by William R. Bandy, 
Eugene W. Nelson & Tannell A. Shadid. 
Allyn & Bacon, Inc., 41 Mount Vernon St., 
Boston 8, 858 pp., $7.95. 

The authors approach the subject of 
business law from the proposition that 
businessmen are interested in preventive 
rather than curative law. They give ex- 
tensive coverage to contracts, sales, 
security transactions, negotiable  instru- 
ments, agency, employment and labor re- 
lations, real property, and business organ- 
izations Actual illustrate legal 
points. 


cases 


DRAWING FOR GOOD REPRODUCTION 
by Arthur H. Rau. National Assn. of Blue- 
print & Diazotype Coaters, 1757 K St, 
N.W., Washington 6, D. C., 32 pp., $1. 
To improve the quality of copies made 

of engineering drawings, an analysis of 
drafting techniques was made and some of 
the findings appear in this manual which 
stresses the importance of good draftsman- 
ship and suggests techniques for improving 
reproduction. Covered are such subjects as 
the essential elements of good reproducible 
documents and how to prolong their useful 
life. 


COMPTOMETER COURSE FOR BUSI- 
NESS TRAINING. Education Div., Comp- 
tometer Corp., 1724 N. Paulina St., Chi- 
cago 22, hard cover $2.60, workbook style 
$1.60; teacher’s key and tests, $1.20. 

A Comptometer course of instruction 
which takes into consideration the wide 
variation in the amount of time devoted 
to Comptometer training in various high 
schools. It is arranged so that the basic 
elements may be given in ten classroom 
periods, yet it is flexible enough to accom- 
modate classes offering a full semester of 
Comptometer instruction. Minimum in- 
structional supervision is necessary. 
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GENUINE ENGRAVED 
LerrenAleADs 

DIES PROOFS OO For 
= $ ep 22 1000 


fnonaveo BUSINESS CARDS 
500 $11 © 1000 $15 ALU aia 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 


CLIP YOUR LETTERHEAD TO THIS AD... 
MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 336 











Spot and prevent trouble at a glance 























BY THE ORIGINATORS OF WALL BOARD CHARTING AND PRODUC-TROL 
Low cost — unlimited Visual Control 


¢ Shows all important data—a fast, accurate, com- 
plete picture 
Easy to set up and operate—wall or desk use 
Boards fit together horizontally or vertically to 
increase item capacity 
Inserts can be shifted without removing from 
board 
Solves all machine load problems 
Unlimited uses for scheduling, charting, dis- 
patching, etc. — in all phases of business and 
industry 
Light, compact all metal censtruction—designed 
for a lifetime 


Only $49.5 O complete 


Phone Westport, Conn. CA 7-411] or write 
WASSELL ORGANIZATION, INC. 
Westport, Conn. 

Please send free Booklet on VU-BOARD 


Name 
Company 
Address 
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| ; | the new, accepted 
system for filing 
active records 





One of the truly modern advances in office procedures is that of 
open shelf filing. By taking advantage of such progressive tech- 
niques as terminal digit filing, more active records can be kept in 
less space than ever before possible. With the Deluxe Verti-file, 
you not only save floor space, but your cost per filing inch is only 
one-third the cost of conventional drawer files. 


LOOK AT THE ADVANTAGES OF OPEN SHELF FILING 


® Saves 66°4% of the cost of standard drawer files 

* 100% increase in file capacity 

* Unlimited visibility and accessibility to files 

* Saves up to 60% in valuable floor space 

* Reduces the number of file clerks usually required 

* Wide use in commercial-institutional and industrial offices 

* Reduces employee fatigue and increases filing accuracy 

* Faster, more efficient filing—less walking, no drawers to open 
* No need for step stools—easily accessible 


VERTI-FILE CONSTRUCTION FEATURES AND DIMENSIONS 

e Free standing—Rigid—Complete 

® Shelves and dividers can be easily adjusted without tools 

* Complete cabinet structure affords maximum folio protection 
® CHEM-A-COTE baked-on enamel finish 

* Bottom shelf 6” off floor, protects folios from wet mopping 

* 36” wide, 91” high, 14” deep @ Net weight: 200 Ibs. 

® Capacity: 247 filing inches 


er 
Si 





MAIL CARD TODAY FOR 





BROCHURE ON VERTI-FILE 





DELUXE METAL FURNITURE COMPANY 


WARREN, 


PA. ¢ A Division of the Royal Metal Mfg. Co. 



































GENTLEMEN: Please rush to me without obligation your Verti- 


File Catalog V416. | am interested in learning how Verti- 


File can step up the efficiency of our active filing records 


NAME a a TITLE 


ORGANIZATION 


ADDRESS ___ 








SANtD—> 


[(D/E/ Lule 


VERTI-FILE 








DELUXE METAL FURNITURE CO. 


STRUTHERS STREET 
WARREN, PA. 












Ith Goors 
for finished 
appearance and security 


Only Verti-File has 
security type doors 


To your specifications Verti-file may be 
ordered with from one to seven doors per 
section. These doors may be ordered with 
or without locks and the locks can be 
keyed alike or differently. Verti-file doors 
are disappearing type. 
































Doors may be added to existing 7-shelf 

Verti-file sections at any time and can be 

ordered separately. 

Verti-file dimensions (per section): 

e@ 36” wide, 91” high, 14” deep 

e Capacity: 247 filing inches 

@ Weight: 195 Ibs. plus 10 lbs. for each 
door ordered 


8-SHELF VERTI-FILE 


Constructed with same features as standard 
Verti-file dimensions. Sold only without doors. 

e 91” high, 36” wide, 14” deep, 2” base 

e Capacity: 282 filing inches per unit 

e@ Weight: 210 Ibs. 

e 8-shelf openings on 11” centers 





5-SHELF VERTI-FILE 


For use in modular office partitioning or in 
smaller offices. 35% more filing space than 
standard 5-drawer files. Available with or with- 
out doors. 

e 67” high, 36” wide, 14” deep, 6” base 

e Capacity: 176 filing inches 

e 5 shelf openings 





LEGAL SIZE VERTI-FILE - 17'/2” DEEP 


| e 91” high—8 openings 
THREE STYLES e 91” high—7 openings (doors optional ) 
e 67” high—S openings (doors optional ) 
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DELUXE METAL FURNITURE COMPANY 
WARREN, PA. °« 4 Division of the Royal Metal Mfg. Co. 
































Hospital Lab Form Saves Time 


and Prevents Mistakes 


ALDEN E. CALKINS, Business Forms Institute, Greenwich, Conn. 


HE DILIGENCE required to keep 

forms up to date and to realize, 
periodically, that they may need steady 
revision to fulfill the latest demands 
made on them, is illustrated in this case 
history of the Graduate Hospital, Phil- 
adelphia, and a form developed by 
Stephen Greene Co., of the same city. 
Several hospital 
writing long individual reports for the 
office charge, the physician, the patient 


years ago, the was 


This was a labori- 
by 


and the laboratory. 
ous process, so a three-part 542” 
542” form was developed to provide 
carbon copies for the lab, patient and 
office. The physician signed the form. 

Che next refinement of this form was 
a re-designed job using an addressplate 
The 
and 


cut for every patient. form was 
then filled out faster 
using an addressing machine. However, 


it was found that the laboratory was 


easier by 





Physician: Indicate, the kind of specimen by X in the proper block and 
the analyses desired by numbering in order of importance 


CHARGE 

















The lower strip of this form’s third part is backed with pressure sensitive tape so 
that the lab’s report can be affixed to the patient’s chart with which the ruling aligns. 
The fourth part (at right) is gummed and perforated for labeling laboratory test tubes. 
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attaching a slip of paper containing the 
patient’s name and other pertinent in- 
formation to its test tube with a rubber 
band. These important slips became 
lost so frequently that the material 
the test tubes was often of little or no 
value, requiring further testing. 

[his trouble was successfully elimi- 
nated by adding a short piece of gum- 
med stock as a fourth part of the form, 
with blue carbon paper that would pro- 
duce a fully legible copy when used in 
in addressing machine. The gummed 
yaper with the patient’s name and other 
information was firmly adhered to the 
test tube and never lost. 

Still not wholly 
checking was done by the forms pro- 
ducer and the hospital authorities. They 
found that after all made, 
nurses would 


satisfied, further 


tests were 


transcribe pertinent in- 


formation on the patient’s chart. This 
required much time and the task was 
conducive to several degrees of error. 
As these, potentially, might prove dam- 
aging, further studies were conducted. 

The basic form was again re-designed 
so that the laboratory reports were 
printed along the bottom of the form 
to exactly match the patient’s report 
chart. A perforation along the bottom 
of the form enabled this section to be 
removed. Affixed to the back of this 
set was a pressure sensitive tape, placed 
there by careful collating, so that when 
this section at the bottom was removed 
and the tape’s covering peeled off, the 
strips with the lab reports could be 
firmly attached to the patient’s chart in 
the proper place. This eliminated the 
laborious transcription of and 
greatly reduced the possibility of error. 


data 


Stop Searching! 


Se widest selection of 


TRANSLUCENT MASTER PAPERS fo, WHITE PRINTING 
is now available from ONE SOURCE 


White printing is one of the most popular direct copy 
methods in use to simplify invoicing, shipping, accounting, 


production, purchasing, inventory, etc. To produce 

oom copies (at the desired speed), each application requires 
the careful selection of the correct translucent 

ee papers. The already famous Pata-Trace translucent 
line of papers has recently been supplemented with 

the Masta-Trace group of translucent originals, providing 
business and industry with the widest selection 

of papers with these plus features. 


13 Ib. (bond weight) to card stock (heavy ledger) 
All sulphite to 100% rag + Translucent to transparent 
it pays Single or two process « Medium to highest printing speeds 
to investigate 
write for brochure and samples. 


bienfang PRODUCTS CORP. 


METUCHEN, NEW JERSEY 
For More Information Circle No. 322 
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NOW YOU CAN ADDRESS 
MONTHLY STATEMENTS 
IN 1/3 THE TIME... 


PRINTS FROM THIS 





attach a 


PRESS-ON MASTER PATCH 
to your ledger cards! 
SAVES YOU TIME!  jreduces 


addressing in the average office up to 
66% 


PREVENTS ERRORS! jsiiminates wrong 


addresses, transpositions of characters, 
misspelling, etc 


ENABLES YOUR LEDGER CARDS TO 
WRITE! In addition to heading statements 


and collection notices you can also ad- 
dress airect mall, service follow-ups, 
shipping labels, bills of lading and other 
office forms all from your ledger 
card file 


AS EASY AS “i, 2, 3” 
e Just type the name and address ONCE on 
hey easily 


PRESS-ON MASTER PATCH. 1 
pared nh an ina pewrite 


statement 


the 


I 
iy 


n specia 


equipmer! req ed 
e Attach the adhesive backed MASTER PATCH to 


your ledger card 


nstantly 
exist t 


no fie 


to change ir preset intir stel 
e Address statements, month after month from your 
ledger card Automaticaily 


PRINT WITH 
MODEL 


Master Addresser 


THE] MACHINE COMPLETE $70: 
60 WITH SUPPLIES 


PI Fed. 
FOR 500 ACCOUNTS US 3o 


MASTER ADDRESSER COMPANY 
6500-0 West Lake St. . Minneapolis, Minn. 
For More Information Circle No. 350 
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Service Invoicing 


dressograph machine with a Standard 
Register feeding 
which insures continuous, accurate feed- 


Form-Flow device 
ing and alignment and exact registra- 
tion of the Kant-Slip copies. The ad- 
dressing machine numbers the forms 
progressively and prints the address of 
the branch office from which service is 
to be rendered. A record is kept of the 
After 
the forms are put through a Standard 


numbers assigned. numbering, 
Register Universal Burster which sepa- 
Both the ad- 
machines are 


rates them into unit sets. 


dressing and_ bursting 
operated by one girl. 

[he unit sets are broken up into 
groups of 25, the numbers running con- 
secutively. Each group is stapled to- 
gether with a wrap-around cover. This 
operation is simplified by the fact that 
the third copy of the form is slightly 
longer than the others and, by running 
it through an automatic stapling ma- 
chine together with the wrap-around 
cover, the sets are clipped together with 
a minimum of difficulty. 

The forms sets are then sent to the 
district or branch office where they are 
distributed to the After 


completion of a maintenance call, the 


service men. 


service man fills out the form (which 
is a standard invoice containing terms, 
parts used, description of parts replaced 
or work done, serial numbers, quantity, 
and costs plus other pertinent invoicing 
information) and presents it to the cus- 
tomer for The first 
the original is 


signature. two 


copies are then pulled; 


left with the customer as his invoice 
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NEW FREE CATALOG DETAILS 
-SAVING, TIME-SAVING 


BENEFITS OF STEEL STORAGE 


FILE Describes files for every Record — Tab Cards, 
Microfilm, Checks, Letters, Cards, Invoices 





Every firm with a record storage problem can realize important 
benefits outlined in a new Diebold catalog that details on-the- 
job savings many offices are now enjoying through the use of 
Diebold Steel Storage Files. 


Covering the complete range of record storage needs—whether 
it be microfilm, tab cards, documents, letters, invoices or other 
commonly used forms—the Diebold catalog pictures the Diebold 
way to better record storage at lower cost. 





Use the coupon below to send for your free copy of this catalog 
now... you'll find it helpful, useful and profitable. 


DIEBOLD 


____. OFFICE EQU 
DIEBOLD «== 


INCORPORATED 
Poe -1-1 Mj cole-lel- malls Dept. OE- 124 
CANTON, OHIO 


Please send me the new Diebold catalog on 
Steel Storage Files. 








Name 


Address 


City_ Zone__ State 


Going to N.S.0.E.A. Convention? 
See Diebold at Booth M 88. 














“This window envelope 
commands attention 
wherever it goes... 


a” 


When the letters pour out of the mail- 
bag, this envelope gets prompt attention. 
Why? Because the framed window sig- 
nals important business — such as a 
check or an invoice inside. 

It’s a First Class Mail envelope in 
every respect. The window is an integral 
portion of the envelope face, rendered 
transparent. That’s why we call it the 
Mono Outlook® Window Envelope. Be- 
ing all one piece of paper — no hole or 
patch — they’re perfect for inserting by 
hand or by machine. 


Mono Outlook Window Envelopes 


are available through your envelope 














supplier in 12 convenient sizes. 


For further information and a copy 
of our free Envelope Selector Chart, 
please pin this ad to your letterhead and 
send it to Advertising and Sales Pro- 
motion Department. 


Springfield 2, Massachusetts . . . 15 Divisions from Coast to Coast. 
U.S.E. makes more envelopes for more people to use in more 
ways than any other manufacturer in the world. Also Paper Cups, 
Transparent Containers and Linweave Quality Papers and Envelopes 


For More Information Circle No. 239 
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and the second is retained for routing 
to the accounting department at Bridge- 
port. The third copy, stapled to the 
book, remains as a district or branch 
copy. As the first two copies are pulied 
out of the book by the service man, the 
One-time carbon between copies is re- 
moved automatically without handling. 

Formerly, when a request for forms 
was received by the Bridgeport office, 
the unnumbered forms were sent to a 
job printer for numbering and imprint- 
ing of the sales and service office ad- 


dress. It was necessary for the printer , gi , 
Groups of 25 unit invoice sets are stitched 


to accumulate a fairly large order be- . 
‘ * into a wrap-around cover. 


fore going ahead. This time lag often 
meant a wait of from 30 to 90 days often didn’t appreciably speed-up the 
before the branch office received ithe operation. The costs of these telegrams 
numbered forms. If the branch office and extra correspondence weren't taken 
needed the forms quickly, there was an __jnto consideration when the “more than 
exchange of telegrams and letters which $2500” a year savings was accounted 


because we have been 
successful manufacturers 
of ONE-TIME Carbon 
Forms and are now in 
our 71st year, 


WE KNOW our Thrifty Letter and 


Business Forms can Save your company 


Time and Money, To prove our statement, we 
should like to send you a packet of 25 Letter Forms 
free of charge. Have your secretary try them out 
for some of your correspondence. Then get het 


favorable reaction. 


— 


mite) tau We will include a price list for both the Thrifty 


re th ° . 
Seay kaites Letter and Business forms for your anticipated order. 


HARDING and HARDING = 47 West Broadway 


New York 12, New York 
Printers for Three Generations GRamercy 5-3477 
For More Information Circle No. 430 
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NOW YOU CAN MAKE 





















































There are no costly delays check- 
ing proofs, waiting for deliveries of 
rubber stamps or printing plates 
when you own an EVA-PRESS 
Anyone can easily operate it by 
following the simple step-by-step 
instructions 

PERFECT impressions for every type of 
office printing . forms, postcards, busi- 
ness reply envelopes, address stickers, etc 
MAKES up to 4” x 6” rubber plates and 
stamps cleanly, quickly, economically 
PLUGS INTO 110 volts ordinary AC light 
socket . . also available for DC current 
TAKES UP less than two square feet on 
floor, table, or bench area 


UNCONDITIONALLY GUARANTEED! 
Complete Presses From $200.00 








































































































Please send details of 60 DAY 


FREE TRIAL OFFER 


your 


Address 


City State 


a a es oe oe oe oe oe ee oe oe oe oe oe ol 
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the Previously 


when the forms were received by 


for by new system. 
the 
branch office, there was no interleaved 
carbon in the booklets and the service 
man had to hand insert carbon paper. 
The new system has more flexibility at 
less cost. An order for three-part forms, 
received in the morning, is usually sent 


out the same day. 
Order-Ship-Bill System 


one point. The invoice is a seven-part 
form. By the means of split wiring on 
the IBM 407, a total of 14 copies are 
available in the one writing. 

[wo IBM 604 passes and two IBM 
bills 


The 


407 passes are made before the 


are released to the next station. 


two 604 passes are required because of 
the control 


Che first 407 pass 


amount of calculation and 


punching necessary. 
bill in- 


completes the writing of the 


cluding the summary punching of an 


The second 407 
simply totaling the 


invoice summary card 
Pass IS Very quick, 
summary punched cards for 


the 


use aS a 


balance against total of invoices 


run. This accuracy assures the balance 
of all statistics necessary to operate the 
order, ship and billing system. 

The memo of shipment number, hav- 
ing been punched in all cards, is used 
number and a control 


as an invoice 


number. This permits us always to re- 
construct the work that has been done, 
should it become necessary. 

Three other machine passes occur af- 
ter the bills have passed down the line. 
Immediately after the bills are released, 
another pass of the same cards is made 
to summary item 


punch an summary 
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WHEN ORDERING CALENDAR 
BASES OR REFILLS 


SPECIFY EVER READY BECAUSE: 


CHOICE OF BASE COLORS: 


To keep pace with the trend to 
color in office decoration, ail pop 
viar Ever Ready base models are 
now available in Walnut, Grey, 
Mist Green and Desert Sand 


FAMOUS KEY-HOLE SLOT: 
Pe 


Permits easy and quick removal 
of old page stubs. Simply loosen, 


~T \ 
\ Yy not remove, top plate studs, lift 
\ Z off top plate, pull out page stubs 
\ 


and the job is done. 


PATENTED SNAP-ON ARCH: 


oe ~ Biggest improvement in calenders 
il in years. A light press on the arch 
ond the pad is securely locked in 
place. A light squeeze of the 
spring and the arch is released 

TRIM BASE DESIGN: 
SF The Ever Ready base is so well 
. balanced in design that it is just 
as ‘‘at home’’ in the smartest in 


ner-office setting as in the busiest 
4 outer office. 


CHOICE OF PAGE STYLES: 


\] Pe Three page styles are available 
Aa Wy for all Ever Ready 5‘'x8‘’ bases 
y ~/ There is a Regular Pad, an Ap 


\ ron / pointment Pad, and a Three 


Months Head Pad. 


FINGER-TIP REFERENCES: 


in gil Pads include tables of Weights 
AX ee lk and Measures, How To Compute 
\se Gross Profit, Rules for Computing 
Interest, a Fifteen Year Calendar, 

——| and other handy references 


QUALITY BOND PAPER: 

‘ All pads are printed in two col 
ors on a high grade bond paper 
for fast, smooth writing with any 
kind of writing instrument. Print- 
ing is sharp and clear. 


Ever Ready’s new, Mylar-wrapped 
_ fefills protect the pages from soil 
\. and damage. Page styles and drill! 
ing are visible at a glance. 


Telephone your local Ever Ready deoler for quotations on quantity purchases. If none is listed, 
write us for the name of a dependable dealer in your vicinity. No obligation, of course. 


EVER READY 


EVER READY CALENDAR MANUFACTURING CO. 


Calendar. 
e 150 BAY STREET e JERSEY CiTy, NEW JERSEY 


For More Information Circle No. 314 
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card which is a statistical order-taking 
card. This is done on the 407 and is 
balanced against the 
total, not individually 


invoice summary 
against the in- 
voice summary cards because they too 
have passed down the 
orders. 
Before the day is 
also occur through the 514. 


line with the 


over, two passes 
Che first is 


to make sales cards for the open sales 


Force C 


This automatic numbering 
machine prints big ¥g” high _- 
figures on filing jackets, the 


time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 
... consecutive, duplicate, 
repeat action. 


\ \ 
as <0 
ros . new yous } 
“ o woot ¥ 


] eprlechag 
2 well as the quan- 


eases tired eyes 
...cuts errors! 


file of each item we plan to ship. These 
from the cards. The 
second pass through the 514 is made 


to produce 


are made order 


inventory summary cards 
which are one of the basis for updating 
and correcting the inventory flagging 
mentioned earlier. 

Had it been determined in the avail- 
ability tub files that we would be un- 
able to ship the material required by 

the customer, a 
promise date of 
shipment would 


punched as 


This 
date is 
included in the 
running of the 
that, si- 
multaneously with 


tity required. 
promise 


bills so 


the shipment of 
available ma- 
terial and the ren- 
the 


ship- 


de ring of 
memo of 
ment, the cus- 
tomer receives a 
complete story on 
includ- 
ing our shipment 
of available items 


and our 


his order 


promise 
to ship unavail- 


able ones. 


A's stated 


above, price, cost 
things 
sixth 
item card. Should 


we have an 


and other 


are in the 


item 
which we cannot 
ship at this time, 


For More Information Circle No. 340 
€ 
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“THE PEN AND THE PENCIL 


IT’S THE GROSS BETWEEN 


il Regular Ne 10 


today’s most 


efficient and economical writing tool for the office 


The Venus Velvet ball PEN cil is normal surface + ink supply lasts 
today’s number one writing tool. |*} longer - Nothing to twist, turn. Five 
Combines best features of pencil and styles for every writing job. 29c—39c 
pen « light “‘feel’”’ of a pencil « finest each. Less by the dozen. Order from 
ball mechanism «+ writes on any your stationer. 


ball PEN«: 


VENUS VELVET 





MAIL THIS FREE TRIAL COUPON 


T 4 4 e if “Sm, | - 
wy Ss ‘4 Venus Pen & Pencil Corp., Hoboken, N. J. O-9-58 
~ 7 | Please send a Venus Velvet ball PEN* cil 
| t . | sample to me at no obligation. 
velve Ly 
sg 
; ‘ 
ball PEN: cil® Li 
» 
a Cl |’ 
| 
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and a promise is made, the unit price 
not shown on the bill nor in the total 
value of the In its place is 
shown the promise date of shipment. 
However, price information is summary 
punched into the orders-received card 
for the purpose 
Therefore all orders received informa- 
tion is available at this early point. 
As soon as the bills are run and bal- 
anced, they are burst into various parts 
which are where needed. If the 
billing set consists solely of warehouse- 
available 
non-emergency 
rectly 


invoice. 


of taking orders. 


sent 


items and it is a standard, 


order, all copies go di- 
to the warehouse for accumula- 
tion and shipment. Should special situ- 
ations require us to inform the district, 
other individual 
of anticipated shipment or inability to 


ship, extra 


the customer or any 


copies are in the set 


stop 


for this purpose. Wherever a telegraph 
confirmation is necessary, we issue it at 
this point. 

Speed of processing is a continuing 
Although 
early in the 
tinues to flow in 


concern to us. mail is re- 


ceived morning, it con- 
throughout the day 
along with a volume of telephone calls 
and telegrams requesting immediate 
To better 
this continued influx of orders and bet- 


ter balance the full workload, 


shipment of material. serve 
an entire 
second shift bursting and mailing opera- 
until mid- 
These employees are not fully 
this activity 
complete this work not later 
p.m. 


is devoted to 


tion works from 3:30 


night. 


p.m. 


usually 
than 7 
The rest of their working schedule 
tasks. 


occupied by and 


other Therefore, 


the office processing of orders extends 


from 7 a.m. until midnight, with the 


‘@ 


LN 


forever! | 


REVOLUTIONARY NEW FREE-FLOWING 


PASTE -TYPE 


DUPLICATING IN 


FOR SINGLE CYLINDER MACHINES 


WON'T DRIP 


Gone forever is the mess inevitably caus 
ed by liquid inks! Wonderful-Guaranteed- 
No-Drip IMPRESS “Print Dry” PRINT-O. 
PASTE STENCIL DUPLICATING INK 
flows freely from the tube and through the 
pad, yet it gelates on contact with the 
cylinder Positively will not drip, smudge 

with separate or offset! Prints clean, sharp press 
NEW IDEA in INK PADS* like copy. Ideal for all open or ¢losed 


brush type single-cylinder duplicators 


STOCK UP TODAY! 


WON'T CLOG 
ink pod 


WON'T SEPARATE 


WON'T 
SMUDGE 


oe WONT 
~~ OFFSET 





CONVERT YOUR DUPLICATOR 


to SILK-SCREEN PRINTER 11-oz 
PLASTIC TUBE 


prints many more 
copies per tb than 
Use Print-O-Paste and new patented hquids 
sitk-screen ink pad.. 75 
extra-sharp copies per ainute! 

for afl single-cylinder dupiitaters 


*Pat. Applied For 











Mfrs. of sensotionel DIAGRAPHY, FOLD.O- 
MATIC and fomous cord ond letter/legoi 
size Mimeograph Duplicetors 


SEE THE SENSATIONAL NEW PRINT-O-MATIC MACHINES AT BOOTHS NO. M58-59 NSOEA CONVENTION 
For More Information Circle No. 335 
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THe OFFicr 


FREE 


Helpful Booklet for 
Office Managers 


MAIL 
THIS 
COUPON 


WE'LL DO YOUR 
EXTRA 

OFFICE WORK 
QUICKLY and 
ECONOMICALLY! 


Call 


MANPOWER, INC. 


for 


TYPING, STENOGRAPHIC WORK, 
OFFICE MACHINE WORK, FILING, 
GENERAL OFFICE WORK 


Our trained employees will help you 
with Special Jobs, during Emergencies, 
or whenever your workload 

increases temporarily. 

We pay all salaries, taxes and 
insurance .. . keep all payroll records. 
We’ll work in your office or in 

ours as long as you need us. 


Call your local Manpower, Inc. office 
listed in your phonebook. 


feat- Val lo) 4 ete 


Over 150 offices in U.S. Canada, and Europe 


Manpower, Inc 
820 N. Plankinton Ave., Milwaukee, Wis. 


Please send me FREE: 


100 Ways to Improve Efficiency — Save Money 
in Your Office 

Name 

Title 

Firm 

Address 


City Zone State 


For More Information Circle No. 425 


September, 1958 


A cn atenaienesaissatatmeasenanananen 





chief emphasis from 7 a.m. to 7 


The heavy input on Monday is handled 
by balancing personnel and tasks, not 
in the direct line of 
away from Monday and then catching 


p.m. 


customer service, 


up on them Tuesday. 


Throughout the day and into the 
early evening, orders are sent to the 
Also 
shown on the bill, coming automatically 
from the sixth item card, is the ware- 
house location of the his 
permits rapid distribution to the proper 


warehouse location. 


warehouse for accumulation. 


material. 


In most cases the 
material was packed in advance in a 
shipping carton. Whenever the 
tomer wishes only a 


cus- 
quantity of one, 
this box is sufficient for shipping. This 


occurs frequently especially when the 


item is large. In many cases, the cus- 


tomer wishes more than one of an item, 


Write for details. Give machines 


or more types of items than one on an 
order, overpacking is necessary to place 
the lot in which is 
shipped according to weight by parcel 
truck 
quests special routing. 
ment on the bill 


one container 


post or unless the customer re- 
Che date of ship- 
so that 


document 


is confirmed 


it may be recorded on any 


Any method of shipment 
Pack- 


ing and shipping is a two-shift opera- 


necessary. 


other than parcel post is noted. 


tion, 7 a.m. to midnight. 
The billing department receives in- 


voice sets at frequent intervals from 
the shipping area, separates and mails 
and 


all required memos of shipment 


invoices. Here again the extra copies 
provided may be used if a customer re- 
quires more than the minimum amount. 

If a special method of transportation 


has been requested, the billing opera- 


— enya gee ag 


SOUND ENGINEERING 


Now you can control NOISE “‘at its 
source’ for the benefit of operators and 
people in the surrounding 
Acoustinets BLANKET OUT the 
tallic vibrations and the NEW 
SOUND level makes working PLEAS 
ANT again 

We GUARANTEE it may we 


prove it to you 


area 


sharp n 


makes, models you use and measurements. 


ALQUSTINET 


509 AMERICAN STANDARD BUILDING, 


BUFFALO 7, NEW YORK 
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How to spot 
the 32 Elm account 
in 1% seconds 


NEW MOSLER REVO-FILE gives you 
accounts receivable fast ...obsoletes all other card files 


Re 


New Mosler Revo-File is the unique rotary active 
card file. It’s the only rotary card file that: cuts 
reference time to 1% seconds; contains 5 times as 
many cards as other systems hold in the same 
space; reduces all finding locations to just one: 
eliminates changeover costs. Now there’s no more 
tugging, toting, flap-flipping or pulling... Revo-File 
is modern,..clerks work while comfortably seated. 
And remember, one quick spin of the Revo-File 
drum gives you the card you want...in just 12 sec- 
onds. For further information, send coupon today. 


NEW MOSLER REVO-FILE 
the modern rotary card file...another fine product of 
The Mosler Safe Co., 320 Fifth Avenue, New York 1, N.Y 


For More Information Circle No. 309 





ADDRESSING 


STATISTICAL AUDIT 


AUTOMATIC IN-FILING 
AND OUT-FILING 


USE PUNCH CARDS 


FOR ADDRESS-MASTERS 


e Cut Costs in HALF ! 
e DOUBLE flexibility ! 


Scriptomatic uses CARD masters (IBM, 
Remington-Rand, Samas, or ledger or 
index) to address directly to tape, 
wrappers, envelopes, booklets, on one 
machine. There’s no limit to the versa- 
tility of punched card Scriptomatic 
masters for automatic in-filing, extrac- 
tion and electronic sensing, for match- 
ing, sorting, etc. 


iW rite for File 
““Seriptomatic Methods” 


SCRIPTOMATIC, Inc. 
306 North llth Street, Phila. 7, Pa. 


® 


$-703R 


For More Information Circle No. 342 
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tion adds the cost to the total of the 
bill. This extra cost has already been 
noted by the shipping department so 


the process is rapid. Having sent the 


invoices to the customer, and shipment 


memos and invoice copies to the dis- 
trict and others interested, the collec- 
tion copy of the sets are sorted by Gen- 
eral Electric collection district, and the 
invoice summary cards are run for our 
mechanized collection scheduling on an 
IBM 407. The invoice copies and the 
mechanically prepared schedule are 
stapled and mailed to the proper collec- 
tion district. 

Then the invoice summary cards are 
used to mechanically pull from the 
open sales file, by means of the ship- 
ment memo number and the item num- 
ber, the correct sales document. We 
thus have immediately and mechanically 
available the necessary information for 
sales analysis and journalization. Pre- 
viously of course, the orders received 
cards were released at the beginning of 
the procedure, and went into the statis- 
tical analysis of orders while the inven- 
tory cards went into the mechanical 
preparation of inventory figures. 

The tabulating section has all docu- 
ments for orders, sales or inventory, 
available to prepare any report on or- 
ders, sales, inventory or 


In the 


open orders. 


inventory analysis area, one 
other piece of information is necessary: 
the input to the warehouse from the 
factory and the occasional output from 
the warehouse for factory 


This data 
branch of the 


purposes. 


comes from a_ different 


mechanized system of 
the General 
ment. 

Our hardware comprises one 


Purpose Control Depart- 


IBM 
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WHAT... 


‘, let a salesman write 
yx his own expense checks? 


‘ 


Of course! Many companies have been doing it home office methods of handling travel expenses. 
’ oa. . 9 P 8 ¢,, . . . ‘ si 
for years, using The Traveletter® System. Shock Besides controlling expenses here's what The 
ing, isn’t it? Crazy idea! Maybe, so — to old- Traveletter System does: 


fashioned management — but modern manage- 
i 1. Materially reduces the cost of reimbursement 

ment has found out differently. procedure 

Eliminates cash advances 


The Traveletter System is an established system 
C 7m ee 
that has provided sound control of travel ex- Simplifies banking procedu 


¢ , Aids Sales Department 
many of America’s Aids Sales Departme 


penses for 62 years for 
¥ : reports. 

who recognize the ad , " 
: . Assists traveler in authenticatis 


largest companies 
quired by the RS. tax ruling 


vantages of The Traveletter System over ordinary 


Traveletter’ 


“Traveletter” Reg. U.S. Pat. Off 
The Modern System for handling 


Sales Expenses Since 1894 


Descriptive Brochure on Request 
CORPORATION *© GREENWICH 


For More Information Circle No. 210 
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THE INTERNATIONAL 
SYSTEMS MEETING 


October 13-14-15, 1958 
Penn-Sheraton Hotel — Pittsburgh 
a 
ONLY MAJOR U. S. CONFERENCE 


DEVOTED EXCLUSIVELY 
TO THE SYSTEMS FIELD 


Sponsored for the 
| 1th Consecutive Year by the 
Systems and Procedures Association 


o 
Mail Address: 


1958 International Systems Meeting 
Penn-Sheraton Hotel, Parlor 70 M 
Pittsburgh 19, Pa. 


For More Information Circle No. 343 
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604 electronic calculator with a 521 
punch, and one 407 accounting ma- 
chine with a 523 summary punch al- 
Four 026 


printing card punches and two 056 veri- 


most always slaved to it. 


fiers are also basic to the processing 
of the invoice sets. Immediate auxiliary 
equipment in the tabulating room are 
one 552 alphabetic interpreter and one 
077 collator. Use of standard ma- 
chines increases the efficiency of other 
work in the department without in- 
crease in machine rental. 

The change-over of our system from 
the typewriter-desk-calculator method 
took approximately two years and has 
resulted in annual savings of $150,000 
per year. 
processing have been 
proved, particularly in the analysis of 
orders and sales and the journalization 


Accuracy and 
markedly im- 


speed of 


of sales. 


How Jersey Bell Uses 
Two-Headed Staplers 


STANDARD, TWO-HEADED 
A Stapling machine does a custom 
stapling job for the New Jersey Bell 
Telephone Co. which sends out mil- 
lions of stapled toll bills each month 


together with their customers’ monthly 
statements. The stapling machine, man- 
ufactured by Bates Mfg. Co., makes its 
own staples from a roll of brass wire in 
the machine. The telephone company 
used to rely on ordinary rubber bands 
to keep the toll bills together before 
they were put into the envelope with 
the customer’s statement. The task was 
both tedious and time consuming. 
When Jersey Bell improved the oper- 
ation in the billing department by in- 
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NEW KEYSORT TABULATING PUNCH 


tion 


Gives you automatic 
punched-card processing 
with one low-cost machine 


The Keysort Tabulating Punch today cuts au 
tion down to size by providing, in just one c 


11 t 
mpact 


t 
| 


unit, everything required for complete punched- 
card processing. With greatest adaptability to a 
1 of 


company’s size and procedures. And at a rental 


less than $100 a month 
Keysort 
tabulates quantities and amounts in Keysort cards 


Tabulating Punch code-punches and 


then reads, duplicates and summarizes these fig 


ures simultaneously printing them for visual 


verification. The most versatile machine of its kind 
available. Easy to master, easy to use. In almost 
every area of plant control 


tribution; 


job costing; labor dis 
inventory; labor, material and produc- 


For More 
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Information 


control 


mo rat < 1 hosnit 
organization ind f } 


tion requiring fast, accurat 
Contact your nearby Royal } 


ing Representative, or write 


es ee ee 
| OUTSTANDING FEATURES * Simpl 
4 _ P iu 2 


from 10-key 


perat 


Keyboard 


iitane 


ROYAL MCBEE 


DATA PROCESSING DIVISION*+ PORT CHESTER. N.Y 


Circle No. 269 











ALMOST INVISIBLE 
GLASS WITHOUT 
GLARE 


NON-GLARE ’ 
GLASS TOPS 
// / 


What welcomed eye-comfort you get with Tru-Site. That’s because a 
Tru-Site non-glare glass top stops annoying, eye-straining light reflection 
while it protects your desk with an almost invisible glass. 
No wonder Very Important People insist on glare-free Tru-Site. 


See a dramatic visual Tru-Site demonstration without cost or obligation. Write toaay. 





DEARBORN GLASS COMPANY 


6600 SOUTH HARLEM AVENUE, BEDFORD PARK, P. 0. ARGO, ILLINOIS 





Bi 


For More Information Circle No. 261 
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stalling detaching machines to speed 
separating the toll bills, a new way had 
to be found to keep the separated toll 
bills together. A Bates representative 
ordinary Bates 
stapler. The company 
had to have a machine that would in- 
sert two staples at a time, since all toll 
bills are in duplicate; one is sent to the 
customer, while the other is retained in 
the company’s files. 


suggested the two- 


headed electric 


The distance be- 
tween staple heads proved just right for 
the size of the toll bills that are used. 

A telephone company spokesman 
pointed out that the electric stapler has 
speeded this operation tremendously. 
Not only is stapling faster, but there is 
enough wire for 5000 staples and ma- 
chines do not have to be reloaded as 
frequently. The small size of the staple 
also helps cut down bulkiness in the 
envelope when there are a large number 
of toll sheets enclosed with a statement. 
After the office 
trial, the telephone company purchased 
double-headed 


success of the home 
machines for all of its 
regional billing offices throughout the 
State. 








Using Bates double-headed electric staplers 


at New Jersey Bell Telephone Co. 
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paperwork cost 
TOO HIGH? 


check 


VERSATILE 


Stenalax 


ELECTRONIC REPRODUCING EQUIPMENT 
FAST EASY TO OPERATE 


ECONOMICAL 
A ae Senator “2. 


mimeograph stencils 


for your own mimeograph equipment 


offset masters 
for your own offset equipment 


single positive copies 


for immediate use and filing 


Many offices are realizing substan- 
tial personnel savings. Maps, draw- 
ings, office forms and other graphic 
material are reproduced as a stencil, 
offset master or single positive copy. 
“Push button” Stenafax allows the 
operator to do other work as this 
versatile machine operates and shuts 
itself off automatically. 


CLEAN — FAST — NO CHEMICALS 
Write for full information — 
TIMES FACSIMILE 
CORPORATION 
540 W. 58th St., New York 19 
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Control Standards 


(Continued from page 79) 


The 


each 


value for 
either 
through the application of standard time 
data or by time The 
our Operations are now 
the method. The 
analyst and supervisor go over each op- 


actual standard time 


operation is obtained 
levelled studies. 
majority of 
“timed” by former 


eration charted and prepare an ele- 
mental breakdown of each of the mo- 
tions required to perform the task. Fig. 
3 shows this elemental breakdown for 
a key punch operation, with the stand- 
ard time The 


this form are flexible and adaptable to a 


values. time values in 


large variety of operations. They also 


provide for uniformity. The same time 


values are used for each department 


and this permits equitable comparisons 
between the various offices. 

Time and motion studies provide an 
alternative approach for 
time 


are 


Operations 


where standard data is not yet 


available. There also cases where 
the task is complex and occurs infre- 
quently. In these situations, the time 
study is the most economical method of 
developing the time value. Continuing 
and sum- 


continually 


are reviewed 
that we 
building a supply of standard time data 
for later studies. As a valuable by-prod- 


time studies 


marized so are 


uct, these studies provide the supervisor 
with a further opportunity to develop 
confidence in the standards by watch- 
ing actual performance contrasted with 
stép-watch readings. 

[here are other techniques which we 


NOW ANYONE CAN MAKE A NEGATIVE 
FOR OFFSET e+e SIMPLY & IN SECONDS 


with AMPTO PROCESS MATERIALS 


Think of itl Now every office—every print shop 


— large or small — with an offset duplicator can 
produce a perfect negative from line — typewritten 
or repro proof copy in approximately 1 minute. 


This absolutely New method is faster — less 


expensive — and requires 1/20th of the usval 
investment in equipment. 


@ Simply — expose the Ampto reversal nega- 
tive for approximately 30-50 seconds depend- 
ing on light source. 


@ Then — place the negative and a sheet of 
Ampto clear acetate film in the transfer ma- 
chine and wind them through — THAT’S ALL 


Direct inquiries will receive immediate attention. 


Write... AMPTO IN 


For More 


kof 
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SPEED 
YOUR TYING 


A) | THE LETTERS, 

| \) PARCEL Post, 
CHECKS, BOXES, 

™@, CIRCULARS, 

\ LABELS, 

PRINTED MATTER 
AND 
THOUSANDS OF 
OTHER ITEMS 
10 TIMES 
FASTER 
with an 


AUTOMATIC PAK TYER 


Low in cost. This ALL-PURPOSE 
Tying Machine will tie any size or 
shape package tight. No adjust- 
ments needed. Easy to operate 
and maintain. Ties cotton twines, 
tapes, and braids. Several models 
to choose from. 


LET FELINS CUT YOUR MAIL- 
ING COSTS. WRITE FOR CiR- 
CULARS AND PRICES NOW. 


FELIN 





TYING MACHINE CO. 


3351 N. 35th St 
Milwaukee 16, Wis 


For More Information Circle No. 318 








NIPPO 
CHECK WRITER 


Indelibly prints 
3s a big 
OsTiINg uf 
to $500.— 


NIPPO MA 


Tenjin-cho-Nishi-ku, Yokohama, Japan 











For More Information Circle No. 319 
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use to establish standard time values. 


One is synchronized motion picture 


film projected on a desk model screen 
by a projector with a frame counter. 


[his allows us to time operations at 


1/960 of a minute (16 frames per sec- 
ond) and is valuable in obtaining ele- 
mental values for high volume opera- 
tions. Modern high speed film eliminates 


the need for elaborate lighting. 


There are cases where the low vol- 
ume involved and small effect on the 
total workload enables us to use estI- 
mates developed in cooperation with 
the supervisor. Ratio observation studies 
also are used, primarily as an after-the- 
fact examination of the total time distri- 
bution and verification of standards. 


Once the fact finding phase of the 
study is completed, there remains the 
task of organizing the data into clearly 
defined workable units of measurement. 
The first step in this process is to pre- 
pare a summary reconciliation, listing 
the operation by number, work station 
number and the total time value for the 
typical month. Fig. 6 shows such a re- 
cap. Note that the time value for each 
operation is assigned to a controlling 
factor such as regular invoices, dis- 
countable invoices, discrepancies, etc. A 
control standard in decimal hours its 
summarized for every recurring trans- 
action. Built into this standard will be 
allowances for the exception situation 
patterns which the detailed studies have 
identified. The standard is not only de- 
veloped by transaction, it is also de- 
veloped by groups within the measured 
sections. Therefore there will be several 
invoice standards: one for the prelimi- 
nary audit group and another for the 
voucher audit 


group, reflecting the 
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for you, who have an eye for 


functional beauty 


styling that 
sells... 


_ QUIET MODEL 
| ADDING MACHINE 


send for REGNA literature NOW! 





REGNA is the ‘lowest priced electrically operated full It’s low priced! It’s profitable! 
safety keyboard machine in the world. Mail the coupon—Mail it today=s 
Everyone who sees the new REGNA admires the wonder Mal & NOW! E: 
of streamlined FUNCTIONAL BEAUTY. 
Everyone who tries this sturdy and dependable adding REGNA CASH REGISTERS INC.™ 
machine becomes a “high speed” operator — fingertips Oe ee ED, SO SOR Sh Oh 
literally float over the moulded keys! 

- Please rush more information on the new Electric 
Different capacities; fully automatic safety keyboard; ee ee Se oe 
models in light grey or ivory. Also low-priced hand oper- 
ated models. 





Gentlemen 


Name — 
Address — 


In Canada: Regna Cash Registers of Canada Ltd., 704 Notre Dame St City 
W. Montreal, Que., and Business Equipment Machines, 

489-R King St. W. Toronto, Ont Zone 

OUTSIDE CONTINENTAL U.S ; 5 

Jorgen S. Lien, Box 507, Bergen, Norway 











For More Information Circle No. 263 
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average amount of time each group 
should fairly require to process a rep- 
resentative sampling of invoices. 

The need for personal time also has 
been generously taken care of. Added 
to each standard time value is an al- 
lowance of 16 2/3% 
needs, minor interruptions and make- 
ready time. 

Control standards enable us to obtain 


to cover personal 


FAN-TOP DESK 


y BENTSON 


Here at last is a desk built for men — 
more than one! 
staff conferences 


down around its smooth, expansive top. 


Like all Bentson executive models, 
important . . . is important 
success in the modern Office. 
colors plus exclusive Perma-Hush 
sures quality performance for any office 


Write for name of nearest dealer! 


BENTSON 


661 Highland 


For More Information Circle No. 31 


and we 
No need to move to another table for thos: is the 
just pull up a few 


the Fan-Top desk looks 
and represents 
Available in a wide 
construction 


function. 


Aurora, 


three worth-while products: 

1. A workload determination by posi- 
tion. All performed by a 
work station are totaled and this total 
is compared to the available time for 
that station. 


operations 


Chis points up any excess 
or shortage of hours by a work station 
and promotes the re-allocation of func- 
tions and duties so that each employee 
[his tabu- 
lation is based on 
the 

months’ 


has a fair share of total load. 


Men-Sized! 


typical 
volumes. 
A set of pro- 
cedure job de- 
scriptions. These 
are, in effect, a 
detailed proced- 
ure manual and 
have valuable 
uses in employee 


training and sys- 


tems evaluation. 


They are obtain- 


ed by editing and 
typing the flow 
charted opera- 
tions 


> 


3. The main 


product i1s_ the 
budget perform- 
ance report. It 
do mean 

continuing 
chairs and sit month - to-month 
comparison of 
a standard of 
range ot 
which as- 


the current work- 
with the 
actually 


available to 


load 

hours 
per- 
form the work. It 
is the supervisor’s 


MFG. CO. 


tino; accounting of 
mois 


how the labor 


47 
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omptometer 
Commander 


“Makes Dictation Easy as Talking 
to an Old Friend” 


@ Dictate 
* Listen 
# Unlimited Review 
e Erase unwanted words 
® Mark end of letter 
: 3 # electronically 
All controls are in the 
e Use same machine for 
paim of your hand tictatior c 
with UNIMATIC “ ae 
REMOTE CONTROL 
MICROPHONE 


transcription 


® Lifetime belt—never wears out 


Try it FREE in your office 


Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk i 


there's no need for time-wasting, error breeding pre-editing 
» hall the time. Best of all, the Comptomet R actuall f 
est ora Ve omptometer COMMAND a s t 
because it automatically erases unwanted words and phrases “i ‘ — - een ee 
self over and over 
your message. You hand > 


perfect dictation every time. Yet 


: nidiobas The mailable Lifetime guaranteed Erase 
@s you eoiciare our 

lictatio Ae : O-Matic belt wipes clean, electronically, in a second, ready 
goicke n s 2 as 

’ for re-use thousands of time recurrin ost fo it 
talk to an old friend because ALL controls are in tt n = usands s.N nine g cost for belts, 


discs, or nders 
of your hand cs, or cylinde 


Learn how easy dictation can be—how anyone can turn out a 


far greater volume of perfect letters easier, faster! Want 
proof? Mail the coupon! 


The same machine serves as a transcriber t 
transcribe as to listen 


"$s as easy to 


because, with pertect dictation 


OoOmptometer orporation 


Comptometer Corporation 
1724 N. Paulina St.. Chicago 22 
in Can.: Canadian Comptometer, 
Ltd.,1375 Yonge St..Toronio,Ont 
© Arrange a FREE office trial for me on: 
© Send me literature on 

C Comptometer COMMANDER 

(1 COMPTOMETER 

©) Comptometer COMPTOGRAPH “220-M 
Name 


ae a4 
Wsealy 
ze 





Firm 
NEW Customatic COMPTOMETER 


Comptometer COMPTOGRAPH “220M” 
World's fastest way figure w with new multiplication key — more Address. 
faster than ever. Try it FREE on your own features than any other 10 ting 
work. Mail cour machine. Try it FREE. Us 0h oe a 


han apresianeniaidaslentay sitsacenenan-aycaial 


For More Information Circle No. 208 
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Record Keeping 
Papers 
and Index Cards 


for your records! 


This booklet, yours on request, 
can help guide your organization 
to the right paper for each record 
requirement. After 100 years of 
experience in making Cotton 
Fiber Papers, Parsons today pro- 
duces a grade for 
each record-keeping 
use. This booklet 
may help you now. 


AYTSONS 


WRITE ON YOUR BUSINESS LET 
TERHEAD FOR OUR BOOKLET 
NO. 43, ON HOW TO CHOOSE THE 
RIGHT RECORD-KEEPING PAPER. 
PARSONS PAPER CO., HOLYOKE, 
MASS. © PPCO 1957 


* More Information Circle No. 321 


dollars for which he is responsible are 
actually used. Monthly performance re- 
ports (Fig. 7) are tools developed for 
the supervisor and for management. 
They tell the supervisor how his section 
stands as a total unit and the relation- 
ship of his various sub-groups to the 
total. They tell management the com- 
parative status of a section to other 
controlled sections. We Americans have 
a natural competitive instinct and most 
supervisors are particularly alert to see 
that their own status compares favorably 
to other controlled groups. To assist 
their efforts, charts are maintained to 
show the increases in efficiency and the 
savings which accrue from the efforts 
of the supervisor and his employees to 
obtain high standards of performance. 
In installing and operating this pro- 
gram it is recognized that the super- 
visor’s basic responsibility is to get the 
job done on time and accurately. This 
new information which identifies his ef- 
fectiveness in doing it is another phase 
of modern management techniques for 
communication and control 


“If the Sunshine Club, the bowling 

team, the baseball pool and the Christ- 

mas party committee can spare you, I'd 
like you to take a letter.” 
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LOUIS W. DAWSON, President, Mutual Of New York, explains why 


“These papers must /ast 100 years” 


“Passed from generation to generation, our life insurance poli- 
cies may have to last 100 years or more. That’s why, in these 
policies, we use cotton fiber papers exclusively.” 

For every important use... letterheads as well as lasting 
records successful busine ssmen choose cotton fiber papers. 

Flexible fibers of purest cotton, crafted with care and preci- 
sion equipment, create papers of exceptional beauty, strength 
and endurance. Papers that perform as handsomely as they look 
and feel... in business and social stationery, onion skin, index, 
ledger, drawing, tracing and blue print papers. 

Make sure the papers you use are made with cotton fiber 


25% minimum up to 100% in the finest grades. Write for 
helpful booklet, “What Every Businessman Should Know 


About Paper — Today!” 
Cotton F 


BETTER PAPERS ARE MADE WITH COTTON FIBER 
LOOK FOR "COTTON" OR ‘RAG" IN THE WATERMARK OR LABEL 
For More Information Circle No. 249 
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Can you afford 
not to attend? 


1958 NATIONAL 
BUSINESS 
SHOW 


This year more than ever before you should attend this 
important show .. . over 500 exhibits of the newest 
products and services. Here, under one roof, is a 
unique opportunity to get complete and authoritative 
answers to many of your pressing problems about the 
modern office. See by comparison just how efficient 
your office is. Learn how it can supply new and better 
information on company operations .. . at lower costs. 
Find out how to gear your office to provide better and 
more up-to-date facts on sales, customers, inventories 
and shipments as well as a host of other new and 
invaluable information to help you cut costs, improve 
methods and increase profits. 


THE COLISEUM, columbus Circle, New York, N. Y. 
October 20th thru October 24th, 1-10 p.m. daily 


For information and hotel reservations call 
Rudolph Lang, 530 Fifth Ave., N.Y.C., OXford 7-7142 


Fer More Information Circle No. 265 
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cut them down with DUPLISNAP. 


A typist, a typewriter, and Dupli- 
snaps give you a complete address- 
ing department—at low cost. 


Duplisnaps are sheets of blank, 
perforated, gummed addressing la- 
bels interleaved with smudge-resist- 
ant carbon in easy-to-use “snap out” 
forms. 


Find out today how Duplisnaps can 
help cut your mailing costs. Sold at 
all leading stationers. 


g ANA A 





EUREKA SPECIALTY PRINTING CO. 
. ol yo) Pat ee ott - allel s am os 


EV REA 


For More Information Circle No. 292 
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AT LAST 2 typewriter ribbon with the economy of cotton...the strength and 
resistance to wear of nylon...the sharp writing characteristics of finest silk... the 
printing press impressions of carbon ribbons. 


Inked with a special new formula developed in our own laboratory especially for 
this new wonder-fabric. 


SO THIN — you can wind up to 24 yards on any standard spool. 
$O STRONG — it will wear better than any fabric with comparable sharpness. 


Write on your letterhead for sample ribbon. 


ANOTHER GREAT WRITING PRODUCT FROM CURTIS-YOUNG 


110 West 18th Street, New York 11, New York - ORegon 5-3636 


U.S. CARBON & RIBBON MANUFACTURING CO., INC. 


CURTIS-YOUNG CORPORATION f 


621 Cherry Street, Philadelphic 6, Po. + WAinut 2-1416 


SINCE 1895 DUPLICATING PRODUCTS THAT REFLECT YOUR GOOD JUDGEMENT CCURTIS-YOL NG) 
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=a 
BOOKCASES .< 
LOW-COST : 
SMART * STURDY « VERSATILE 


42"° MODEL 
kaos 


Choice of finish to blend with modern office or store furnishings 





Desert Tan, Mist Green, or Gray. Adjustable shelves. Open, o1 

choice of two types of sliding doors- steel or glass. 

pe Finish is baked-on-enamel. All models in 12” o1 

td al 18” depths. Readily convert to door or basic unit 
y style. 


fp 

4 J eset are. PRODUCTS CO., INC. 
ment Divisi 

666 LAKE SHORE DRIVE, wringeant TT, ILL. 


REE CATALO 


FREE CATALOG 


For More Information ,Circle No. 207 
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It used to play music...now it writes your letters! 


Auto-typist record “memory” roll operates 
the typewriter to write personalized 


letters... by automation! 


Remember the player piano and its perfor- 
ated roll that played the notes? Similarly, 
Auto-typist’s paper record “memory” roll 
operates the typewriter keys to write your 
letters . . . automatically and accurately! 
One typist can produce 100-125 letters 


a day with Auto-typist — 3 to 4 times man- 


ual typing output. And, it’s so simple 


. . precomposed numbered letters or 


paragraphs are perforated on the roll, 


For More Information Circle No. 289 


which holds up to 250 lines. Letters or 
paragraphs are numbered to correspond 
to push-buttons, then Auto-typist automa- 
tically picks them out and types them per- 
fectly! Manual insertions can be made at 
any time. Auto-typist eliminates routine 
typing and dictation and will cut your 


correspondence costs. 


Write for free copy of the new 
booklet “60 Best Business Letters” 
that covers all types of business. 


Awvito-iyPist 


AMERICAN AUTOMATIC TYPEWRITER CO., 2323 N. PULASKI RD., CHICAGO 39, ILL. © MANUFACTURERS OF 
AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 





CHT . 


; 


| WRONG 





lin Employee Rilotions| 


ROUNDUP of day-to-day 
ployee problems and how 
were handled by management. 


em- 
they 
Each in- 


cident is taken from a true-life grievance 
which went to arbitration. 
some principals have 


Names of 
been changed. 


Is Drunkenness an Excusable “Illness’’? 


> 


What Happened: 
The company rule: an 


discharged if 


had a em- 
he was 


“absent for three consecutive days with- 


ployee could be 


out making a satisfactory explanation.” 
When Brown reported for work, his 
supervisor noted that he was drunk and 
in no shape to work. He told Brown 
and come back the next 
day. In order to protect Brown, the 
supervisor marked “ill” on the 
sheet, instead of “intoxicated.” Brown 
didn’t show up for three days. He was 
fired for not having a satisfactory ex- 
planation for not coming to work. 
Brown didn’t deny his intoxication, but 


to go home, 


record 
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he maintained that this was an illness, 


not a vice, and therefore was a satis- 


factory explanation. To further bolster 


his case, he pointed to the supervisor's 


record which noted that he was “ill.” 


Was the Worker: 
RIGHT WRONG 


WHAT ARBITRATOR JOSEPH 
SHISTER RULED: 
ill in the accepted meaning of the term, 
and therefore his condition could not 
be accepted as a satisfactory explana- 
tion. Grievance denied.” 


“Brown was not 





When Can You Discharge an Elderly Worker? 


What Happened: 

When Ed Roher reached the age of 
67 years, he received a note from the 
company stating that 
advanced age he would have to be let 
out. A severance-pay arrangement was 
suggested. Roher refused to quit, and 
was fired. At the arbitration this was 
his defense: 

1. I can hold up my end of the job 
any day. 

2. I have worked here for 18 years 
and never gave any trouble. 

3. If I’m not doing a good job, the 
company should have given me a warn- 
ing. 

4. Since when is 67 years of age too 
old to work? 

The company stated: 

1. Competition is getting keen and 
we need younger men in order to stay 
in business. 


because of his 
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2. At 67, Roher doesn’t have the 
pep and stamina of younger workers. 

3. It's management’s job to judge 
whether a worker can carry his share 
of the load. That prerogative can’t be 


taken away 


Was the Company: 
RIGHT | WRONG 


WHAT ARBITRATOR LOUIS C. 
KESSELMAN RULED: “Discharge 
must be for inability to do assigned 
work rather than for advanced age. 
Management has the right to determine 
whether the man can do the job, sub- 
ject to challenge for capricious, arbi- 
trary or discriminatory judgments. A 
written warning must be issued to the 
man involved, however. Because this 
was not done, I order Roher reinstated 
with back pay.” 
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Exclusively designed 
for convenient 
photocopy operation 
and storage needs 


give her modern facilities and 

oduce better results. Give her a 

// Photocopy Desk for maximum 
efficiency — adequate working surface 
and generous storage space tor copy pape! 
fluid and other supplies. It’s made of 

tine quality steel with heat-and-stain 
resistant fiberesin top. Handsome, too 


in Haskell decorator colors 


Sold by leading dealers everywhere 


She'll work much better at a 
HASKELL 
PHOTOCOPY 
DESK 


PL - 1306 

Size: 36”x24"= 
perfect fit for 
modular or 
standard settings. 





P.O. BOX 5273 « PITTSBURGH 6, PA 


For More Information Circle No. 296 
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What Happened: 


Al Trask had a reputation for flying 
off the handle. That’s just what he did 
when his came over and 
said: “Say, Al, I found some of these 
worksheets under your desk blotter. 
What are you doing, hiding them?” 

“Don’t talk to me like that. Who do 
you think you are?” Al answered an- 
grily. But that wasn’t all. He shoved 
the supervisor out of his way and went 
to the men’s room. For this he was 
discharged. Al cooled off, and took his 
case to arbitration. He told the arbi- 
trator: 

1. I was excited. I didn’t mean any- 
thing. I’ve been with the company ten 
years. This penalty is too severe. 

2. If I had struck the supervisor, I 
would never have brought a grievance. 
I know one should be fired for hitting 
a supervisor. But I just shoved — easy 
like. He was standing in my way. No 
one was hurt. 

The company 


supervisor 


stood its ground. It 


161 


said that “a blow or a shove” is the 
same thing. Supervisors don’t have to 
take this kind of abuse from anybody. 


He stays fired. 


Was the Company: 
RIGHT [ WRONG 


WHAT ARBITRATOR MITCHELL 
M. SHIPMAN RULED: “One of the 
most heinous offenses that an employee 
can commit is that of physical assault 
on a co-employee. And where the em- 
ployee assaulted is a member of super- 
vision, there is involved not only the 
problem of employee safety and health, 
but also company discipline and morale. 
The question of whether the worker in 
this case punched or pushed is un- 
important. The degree of force or the 
measure of injury does not change the 
act. Pushing a supervisor is as serious 
as hitting a supervisor. The discharge 
is sustained.” 
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h 
operating costs 
got you on the run? 





EASTERN 


sES 


EXCELLENCE IN FINE PAPERS 
ATLANTIC BOND -. ATLANTIC DUPLICATOR - ATLANTIC MIMEO - ATLANTIC OFFSET - ATLANTIC OPAQUE 


Atlantic Papers 


f fA CORPORATION, BANGOR, MAINE + MANUFA F FINE BUSINESS PAPERS AND PUROCELL® PULPS 
MILLS AT BANGOR AND NCOLN, MAINE + SALES OFFICE NEW YORK. BOSTON, CHICAGO AND ATLANTA 


For More Information Circle No. 267 
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Reynolds & 
Reynolds Sales 
Representatives 


NEW ENGLAND 

CONNECTICUT, FAIRFIELD: R. J 
I kmar ij. M. Lashar, D. Savard 
CL 9-5204 

MASSACHUSETTS, CAMBRIDGE 


Duehring. W. W. Pearse, S. Straghan, 


946 


HODE SLARD. PROVIDENCE es 


3346 


scores cadanmer 

NEW_YORK, ALBANY 

4-3543: BUFFALO: H 

Cl 3606; NEW YORK 

Roe ler, L. Straight, ¢ 

W. Wishart, G. E. Dorry Jr., 

re HE STER: E. A. Reynolds, 
6-2747; SYRACUSI J. Gorton, 

PE NNSYLVANIA, NARBERTH P. 
Burke, D. Gross McKay, MO 4-6190; 
PITTSBURGH: W. G. Fischer, D. H 


Hixenbaugh, MO 1-0467; WEST READ- 


ING: J. L. T. Aiman, FR 6-1132 
NORTH CENTRAL 
ILLINOIS, CHICAGO: G. H. Dengler, 
E. J. Endzel, S. C. Morrey, SU 7-6740; 
PEORIA: B. Crismore, 2-732 
INDIANA, FT. WAYNE Ww ‘; Boe. 
AN 9459; INDIANAPOLIS: R. D. 
Brown, A. Wisner, WA 6-5605: MUN- 
CIE: H. M. Chaddock, AT eth 
IOWA, DAVENPORT: B. Hassel, 6-2933 
MICHIGAN, DETROIT: P. E. Be ing rer, 
H Tayi oy i Weaver, R. E 
Williams, BR 3-9616; GRAND RAPIDS 
J. Zimmer, GL 1-3162. 
MINNESOT, A, ty PAUL: J. K. Annett, 
M Z¢ 5-5525 
MISSOt RI, K ANSAS CITY: J. Orwig, 
G. Kieban. BA 1-1817; ST. LOUIS: J. 1 
McLeod, PA 6-1188 


I 

UN 4-7044; PALMER: C. Windholz Jr., 
PA 

R 


NEBRASKA, OMAHA: L. L. R 

AT 461¢ 

OHIO, AKRON: B. Given, FR 6-8621: 

CINCINNATI: E. VanN AV 1-3068 

CLEVELAND: I M. O'Connor Sr.., 

x, oi I Uy 5: COLUMBUS 

WwW Dan I M. Pr Ht 8-6534 

DAYTON R. G. Butck N. F. Gre 

L. Hawkes, R. L. H BA 4-3831: TO 

LEDO: G. O. Su 1 GR 4-5365 
WISCONSIN MILWAUKEE H \ 

Jennrich, C. G. I eck, BR 3-6320 

SOUTH ATLANTIC 

FLORIDA, JACKSONVILLI \. W 

Cook EV 1117 

GEOR LA. ATLANTA: G. H., |] 

B. Sn 1A 
MARYLAND, BALTIMORI is,° 3 A 

St I ID 5766: SILVER SPRING 
VW eT al . 

NORTH CAROLINA 

R. Wilson. ED 4-94 

VIRGINIA RICHMOND: W. G. 
Archer, MI &-5625 

VEST VIRGINIA, HUNTINGTON: J, 

H. He ! JA 5-8468 

SOUTH CENTRAI 

ALABAMA, BIRMINGHAM M 


69 


CHARLOTTE: B 


CKY, LOUISVILLI Sh 2 


Ji ORT 


LOUISIANA, NEW ORLEANS: E. M 
Br 


oks Jr., JA §-4513; SHREVEPORT 
W. D. Mart 65-3194 

OKLAHOMA, OKLAHOMA CITY: ¢ 
Martin, FO 5-3021; TULSA: F. Pontiou 
WE 9-5508 

TE NNI SSEE, MEMPHIS: R 

I ipson, BR 12 NASHVILLE 
G “ Sisk, AL 6-8851 
TEXAS, CORPUS CHRISTI B. G 
Helm, TU 3-5261; DALLAS: G. B. 
Shafer, H. W. Secker, C. Stewart, FI 
7-4627: HOUSTON: G. B. Haggott, R. F 
Hendrix, JA 4-2405: LUBBOCK: B 
Stewart, PO 3-1261; SAN ANTONIO 
W. D. Gaston, PE 2-516! 


MOUNTAIN 


COLORADO, DENVER 


AC 2-5440 
pow ata 
“ALIFORNIA, LOS ANGELES 
ore l Despic J. Drummond, 
Giesbrecht, T. I. McKee, A. W. Sk 
NO 3 ‘ OAKLAND: B. J. Lund 
t »-715¢ SACRAMENTO: D 
ke S019: SAN BERNARDINO 
G ndiff, TU 9-3191; SAN DIEGO 
R. Gr e, CY 5-3508; SAN FRAN 
CISCO: H. F. DuPre, KL 2-2648; SAN 
JOSE B. Keagy, CY 3-1138 
OREGON, PORTLAND: A. Bouchard, 
CA 3-5924 
WASHINGTON, SEATTLI W E. 
Booth, MU 2-5790 


THe Orrice—September, 1958 





If 
paper work 
has you 
“pottled up” 








Let a Reynolds & Reynolds representative 
break your paper work bottleneck...no obli- 


gation! See list on adjoining page...call today! 


The Reynolds ” Baie oe Company 


rs His Nagi. Poe a So ae <¥ 
ee oe “i teas *, ab 1 
i ea eat Sere Seti ey Se SLE AC ys ba 


DAYTON, OHIO ¢ CELINA, OHIO © DALLAS, TEXAS #© LOS ANGELES, CALIFORNIA 


BUSINESS FORMS AND 
SYSTEMS SINCE 1866 


Also manufacturers of Post-Rite 
For More Information Circle No. 297 Pegboard Accounting Systems 
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SYSTEMS OFFSET DUPLICATING 


A. B. Dick Co., Dept. O-98, 5700 W. 
Touhy Ave., Chicago 31, Ill., announces 
the Mark II program control unit which 
provides high speed offset systems dupli- 
cating at the rate of four jobs a minute 
and up to 9000 copies an hour on each 


A. B. Dick standard Model offset 
duplicator. Electro- mechanical features 
reduce manual operations from seven to 
two: changing masters and flipping the 
start lever. A predetermined pattern for 
each cycle of printing runs is simply dialed 
by the operator on the program control 
unit. Each offset duplicator connected to 
the unit delivers the exact quantity of 
copies required. Tests have established 
that two duplicators running simultane- 
ously can more than double productive 
capacity of one operator. Master cylin- 
ders automatically stop in proper position 
for changing masters and automatically 
adjust to variations in paper and card 


350 


168 


thicknesses. No special operator training 
is required. The equipment’s design is 
based on a three-year study of systems 
duplicating requirements and the machines 
have been almost six months in 
actual systems operations. For More In- 
formation Circle No. 102. 


PHOTOCOPIER 

Copycat Corp., 215 Fourth 
York 3, N. Y., announces the Copycat 
DeLuxe Wall Model Photocopier which 
makes sharp finished copies of anything 
printed, written or drawn in 12 seconds 
The machine uses a patented spray process 
and, it is said, it can be used every day 
for a month or more without changing 
Machine is always 


tested 


Ay Cus New 


the developing agent. 





ready for use without warm-up. Belts 
need not be cleaned and machine will not 
damage originals. The wall-mounting fea- 
ture saves space but the lightweight ma- 
chine can be used as a portable desk 
model. The Copycat machine comes in 
two sizes: Model F-9 for copies 9” wide 
by any length, and Model F-14 for copies 
up to 14” wide by.any length. For More 
Information Circle No. 194. 
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ADDRESSING MACHINE 


Scriptomatic, Inc., 306 North 11th St., 
Philadelphia 7, Pa., makes the Model 10 
addressing machine to handle short runs 
from small lists. It can be hand fed rapidly 
with the material automatically ejected 
and stacked. Insertion of material sets in 
motion all functions of the machine in- 
cluding master card feeding, ejection and 


foot pedal 
handled 
attach- 


lever or 
may be 
feeding 


stacking. No hand 
operation. Material also 
automatically with the 
ment. Scriptomatic addressing machines 
are available in a range of models to 
print from IBM, Remington Rand or al- 
most any other type of card on mailing 
material of practically any type and size. 
Masters are prepared by ordinary electric 
typewriter and list maintenance is greatly 
simplified. For More Information Circle 
No. 118. 


ROTARY CARD FILES 


General Fireproofing Co., Youngstown 
1, Ohio, announces the addition of the 
Standard and Master series of GF Ferris 
Rotary Card Files. Both utilize the ferris 
wheel design of suspending cards in a 
cradle-like fashion to achieve high speed, 
volume card filing and finding. Card trays 
are kept in an upright position by means 
of a special guide ring. The files revolve 
in both clockwise and counter-clockwise 
directions, enabling the operator to reach 
any card without turning the wheel more 
than one-half revolution. The Standard 
series, available in 18 models, 
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provides ° 


choice of either manual or electrical con- 
trol. In electric models the operator has a 
push-button selector and foot pedal 
method of card selection. The Master 
series, available in 16 models, allows sit- 


ca 


J 


down or stand-up operation with either 
push-button, foot pedal or selector button 
control, all of which automatically bring 
the cards to the correct filing position. For 
More Information Circle No. 161. 


CARBON RIBBON 


Columbia Ribbon & Carbon Mfg. Co., 
Glen Cove, N.Y., announces the Execu- 
Tape M-50 Style Ribbon for use on all 
carbon ribbon equipped _ typewriters 


Following field tests, Columbia states this 
ribbon completely eliminates problems of 
ribbon breakage even under adverse typ- 


169 





ing situations. The Execu-Tape M-50 has 
a DuPont Mylar polyester film base of 
extreme sheerness and strength. The sheer- 
ness increases the sharpness of the typed 
image and provides 50% additional typ- 
ing area in the same ribbon diameter for 
fewer ribbon changes and economy. The 
ribbon is clean to handle. fyped pages re- 
main clean while erasures are easily made 
without leaving traces. The ribbon is ideal 
for the finest executive correspondence and 
preparing direct image offset plates, hecto- 
graph masters and originals for many 
copying devices. It is recommended for 
use on Vari-Typers and produces a sharp, 
dense image with the various type font 
sizes. Execu-Tape M-50 ribbons are made 
in black, blue, green, red and brown. For 
More Information Circle No. 141. 


SORTING MACHINE 


Universal Business Machines, 
5183, Columbia, S. C., makes Keytronic 
Sorting Machines which sort forms ot! 
other documents alphabetically and nu- 
merically. Material to be sorted is placed 


Inc., Box 


in a feed hopper and the machine’s oper- 
ator depresses a key on the machine’s 
standard typewriter keyboard as she looks 
at the top sheet in the hopper. This top 
sheet is automatically fed to its appropri- 


170 


ate bin in the machine. Different sizes and 
weights of paper can be sorted at the same 
time. The sorted material is easily re- 
moved, neatly stacked, from the machine's 
receiving bins. Sorting speed depends on 
operators’ proficiency and kind of material 
being sorted but the manufacturer has tes- 
timonials from users indicating great sav- 
ings in time and personnel costs by tripling 
manual sorting speeds. Keytronic Sorting 
Machines are made with 30 bins for al 
phabetical and numerical sorting, and ten 
bins for numerical sorting with 
10-key keyboard. Machines operate on 
115-volt AC 5% to 72 amps.; are 
mounted on easy rolling casters. The 30- 
bin model is 84” long; ten-bin model is 
49” long; both are 18” deep. Large: 
models are made for sorting to two-digit 
numbers, etc. For More Information 
Circle No. 180. 


standard 


using 


XEROGRAPHIC CAMERAS 


Haloid Xerox, Inc., 58-230X Haloid St., 
Rochester 3, N. Y., announces two xero 
graphic cameras designed to enhance the 
value and versatility of Xerox Model 1218 
copying equipment. The Mark III and 
Mark IV cameras, with copyboards of 
30” x 40” and 34” x 44”, respectively, per- 
mit copying larger original documents than 
was formerly feasible Model 1218 copy- 
operating on the 
principles of 


reduces, o1 


ing equipment, electro- 


static xerography, enlarges, 
size. The equip- 
ment is designed primarily for the reduc- 
tion of x 18 
offset masters from which multiple 
then run off on an offset du 
Another application is the simul- 
taneous preparation ol 
paper Both 
rugged construction, 
lens 


copies same 


outsize documents onto 12 
paper 
copies are 
plicator. 

two smaller offset 
cameras are of 
and have improved 
assure complete optical 
larger copyboards and 
give optimum image sharpness in all areas. 
The Mark III has a 19” focal length lens: 
the Mark IV, a 24” lens. The cameras 
feature an improved lighting system of 
four 1500-watt, double-banked projection 
lamps. 


masters 


systems to 
coverage of the 


Individual adjustment of lamp po 
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sitions is permitted for even lighting. Ex- 
posures, on the average, are shorter than 
before. The larger focal-plane area allows 
insertion of a new and larger, type F, 
Xerox plate which has a 13%” x 1914” 


x 201% 
when a copy- 
than 12” x18” 1s 
Information Circle 


selenium-coated surface on a 15% 
aluminum backing for use 
ing area slightly 
required. For 
No. 166. 


large! 


More 


ELECTRONIC COMPUTER 
Philco Corp., 4700 
Philadelphia 44, Pa., 


Wissahickon Ave., 
makes the Transac 


$-2000 all-transisior, large scale data pro- 


cessing system. It has 48 binary digit 


word length capacity and 4096 word core 
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storage expandable to 65,536 words. It 
will operate efficiently in an area of ap- 
proximately 400 sq. ft. It weighs less than 
one-tenth a vacuum tube computer of 
comparable capacity; consumes 7 to 10 
kilowatts; plugs into conventional 110 
volt, 60 cycle AC outlets. Suitable for use 
in high rental offices, the Transac S-2000 
can be moved quickly from place to place 
without special equipment or rigging; re 
quires virtually no special site preparation 
nor special air conditioning. Flexibility in 
the grouping of keyboard controls meets 
specific programming requirements. The 
Transac S-2000 performs computations on 
numbers equivalent to 15 decimal 
without double precision 
Read and write cycles can be used separate- 
ly or in sequence. Tape transports read and 
write the equivalent of 90,000 alpha 
numeric characters per second, or 150,000 
decimal digits. Transac S-2000 operates 
from a magnetic tape bit formula which 
includes 16 channels, 12 information bits 
two parity and two timing. 
150” a second. Information may be stored 
on tape in either 6 bit 
form (alpha-numeric 
binary notation 
blocks, each 
characters 
which is adequate for 
between blocks without 
tion. The printer has a capacity of 
lines per minute (120 characters per line) 
4 1024 character buffer permits extensive 
changes of format, placement, etc., 
without repassing through the computer 
and control. Printer is operated off line 
For More Information Circle No. 125. 


digits 
programming 


Tape speed IS 
coded decimal 
data) or in pure 
It is partitioned into fixed 
having a capacity of 1024 
Blocks are separated by a gap 
stopping the tape 
loss of informa 
900 


data 





DATA PROCESSING FILES 


Ray Myers Corp., Endicott, N. Y., of- 
fers an integrated line of files designed 
especially for housing data processing ma- 
terials such as punched cards, wiring pan- 
els and tapes. Units are designed so that 
the most frequently used materials are im- 
mediately accessible in higher areas, while 
less active materials are in the lower, less 
accessible area of the same unit. This 


concept is said to save time and energy 
of workers; require less floorspace than 
separate files and storage equipment, and 


reduce the initial cost. Users of data 
processing equipment are offered free plan- 
ning service to advise them of layout and 
the choice of file components best suited 
to their needs. For illustrated literature 
explaining how these components are 
planned to speed data processing opera- 
tions and reduce production costs, Circle 
No. 182. 


TYPEWRITER RIBBON 
Curtis-Young Corp., 110 West 18th St., 
New York 11, N. Y., and its subsidiary, 
U. S. Carbon & Ribbon Mfg. Co., offer 
the Textile 59 typewriter ribbon, the result 
of over a year’s experimentation. The 
Textile 59 is said to combine the economy 
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of cotton with the strength and type re- 
sistance of nylon; and to produce the 
same writing characteristics as silk and 
the sharpness of carbon ribbons. The rib 
bon is available in lengths of 12, 18 o1 
24 yds. on any spool to fit all typewriters. 
A sample ribbon may be obtained on 
request. For More Information Circle No. 
130. 


CALCULATOR 


Facit, Inc., 404 Fourth Ave., New York 
16, N.Y., now offers the Original-Odhner 
portable calculator at the low price of $99. 
Designed for simplicity and ease of oper- 
ation, this compact, hand-operated Model 
227 performs all calculating functions, 
from the simplest to such complicated 
ones as simultaneous multiplication and 
square roots. Back transfer allows repeated 
(chain) multiplications, such as simple and 
complex discounting calculations. The 
back transfer key mechanism transfers a 
number from the result register to the 


setting board, retaining the result without 
having to reset it. Equipped with a 10-lever 
setting board, 13-digit result register and 
8-digit proof register, the calculator has 
a base area of 742” by 6” taking up about 
the space of a desk telephone, and weighs 
12% lbs. Rubber suction cups on base hold 
machine to any working surface for easier 
operation. Precision built of high quality 
Swedish steel for lifetime durability, it can 
withstand the most rugged use and requires 
practically no service or maintenance, the 
manufacturer states. Suitable for engineers, 
scientists and students as well as business 
employees on the job or in the field. For 
More Information Circle No. 150. 
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SWITCHBOARD INTERCOM 

Fanon Electric Co., 98 Berriman St., 
Brooklyn 8, N.Y., makes the FTS-20 Fan- 
fare 20-station switchboard telephone in- 
tercom system featuring selective ringing 
and a selective talking circuit. Each of the 
20 push-buttons have busy lamps as well 
as a buzzer (which may be turned off) to 
facilitate operations. The switchboard may 
arrange for conferences between two or 


RBaoeseeaeaeze 


more sub-stations although only one pri- 
vate conversation may take place at a 
time. For extensive installations, two FTS- 
20 switchboards will provide a total of 
42 sub-stations, and three FTS-20 switch- 
boards will provide 64 sub-stations. The 
telephones are attractively styled, molded 
in durable black plastic and can be used 
for either desk or wall mounting without 
conversion. The FTS-20 switchboard lists 
at $312.50. Each FTL  sub-station is 
$39.95. For More Information Circle No. 
155 


rere) 


CHECK IDENTITY RECORDER 


Identity Recorders, Inc., 2661 S. Myrtle 
Ave., Monrovia, Calif., offers the Identity 
Recorder which, at the press of a button, 
photographs a check and the fingerprints 
of the person holding the check. Its use 
allows cashing checks, or accepting checks 
for merchandise, without asking for posi- 
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tive identification. It also provides a rec- 
ord of all checks received or cashed. The 
Identity Recorder is 13%” x 18%” and 
74%" high. Honest persons would rather 


use this half-minute procedure than search 
their wallets for what is seldom positive 
identification. For More Information Circle 
No. 144. 


UTILITY BOXES 


H-O-N Co., Muscatine, Iowa, introduces 
a line of steel Utility Boxes in three sizes 
Models are available with or without 
plastic coin trays. Trays are removable in 


two sizes, and fixed in the larger cantilever 


type. Deliveries are being made in 
three standard gray, sandalwood 
and spruce. For More Information Circle 
No. 121. 


now 
colors: 





PHOTOCOPY OFFSET ADAPTER 


Business Photo Methods Div., Eastman 
Kodak Co., 343 State St., Rochester 4, 
N. Y., announces the Model 2 Verifax 
Offset Adapter which provides greater 
accuracy and convenience in making offset 
masters by the Verifax method. Used in 
conjunction with a Verifax Copier, it pro- 
vides a fast, economical method of pre- 
paring photo-exact offset masters from a 
wide variety of originals. With the Verifax 
method and an offset duplicator, hundreds 
of copies of forms, reports, letters, clip- 
pings, drawings and coarse-screen _half- 
tones can be made without costly nega- 
tives, metal plates, darkrooms or elabo- 
rate equipment. This Verifax Offset 


Adapter features a horizontal storage base 
which holds a supply of offset masters. 
Masters are fed, one at a time, directly 
into the alignment and transfer sections. 
Any standard size offset master can be 
handled. A separate insert tray fits into 
the storage base to hold 812”-wide mas- 
ters. Base of the adapter is constructed to 
support any Verifax Copier. Alignment 
mechanism permits lateral positioning of 
the Verifax image on any standard master 
up to 10” by 16”. An overhead bail stop 
provides vertical image adjustment even 
when the offset master is the same width. 
or narrower than, the Verifax matrix. All 
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metal parts are corrosion-resistant stain 
less steel. The Model 2 Kodak Verifax Off- 
set Adapter lists for $98.50. The Model | 
Verifax Offset Adapter, for lower volume 
applications and work that does not re 
quire the flexibility of the Model 2, lists 
at $60. For More Information Circle No. 
131. 


TELETYPE TAPE FILE 


Republic Steel Corp., Berger Div., 
Belden Ave., N.E., Canton 5, Ohio, makes 
a steel filing cabinet that prevents perma- 
nent wrinkles, folds and loops forming in 
punched Teletype tapes retained for re 
use or storage. Fitted with 30 drawer 
inserts, ten in each of three sections, the 
unit can hold up to 4500 tapes. Each 
drawer insert is fitted with 150 tapered 
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a a 
pins, %4” in diameter, so that tapes may 
be tightly rolled, fixed with a band, and 
slipped over the pins. Developed by Re 
public Steel’s Berger Division to handle 
the great volume of punched tapes used 
in their own system at 
Cleveland, the cabinet can be 
anywhere that Teletype tapes are kept af 
ter use. Drawer inserts have spaces on 
the front and side for numerical and alpha- 
betical indexing. The front plate of the 
insert frame to hold an identifica- 


order processing 


used 


has a 
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tion tab for quick reference to the draw- 
er’s contents. Cabinet dimensions permit 
easy integration with Teletype equipment. 
The unit is 17%” wide, 4134” high, 28” 
deep. Each drawer is 1-1/16” deep. Sev- 
eral colors are offered. For More Infor- 
mation Circle No. 196. 


FILING STOOL 
Precision Mfg. Co., 831 Chicago Ave., 
Evanston, Ill., makes the Bevco Filing 
Stool with resilient plastic webbed seat 
which allows free circulation of air and 
is said to outwear other upholstery. The 


stool is approximately 
high. 
row 


18” square and 15” 
It has 2” hooded casters with double 
ball bearings and removable 
pin for cleaning and replacement. With- 
out casters, the used as an otto- 
man or footrest with Bevco lounge chairs. 
It lists at $17.50 with casters; $12.50 with- 
For More Information Circle 


oilless 


stool is 


out casters 


No. 108. 


TYPEWRITER RIBBON 


Allied Carbon & Ribbon Mfg. Corp., 
165 Duane St., New York 13, N. Y., has 
developed Duralon, a_ synthetic fabric 
which is said to combine advantages of 
many fine typewriter ribbon fabrics. Its 
wear and resistance to cutting suggests its 
similarity to nylon. Manufacturer 
that, owing to its weave and texture, this 


states 
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fabric has greater ink capacity which per- 
mits a greater variety of writing strengths 
with better ink control. The result is a 
typewriter ribbon that yields impressions 


of great fineness and cleanliness. The 
makers believe that its wearing qualities 
are far above average. For More Infor- 
mation Circle No. 195. 


FLOORING 
Building Materials Div., General Tire 
& Rubber Co., Akron 9, Ohio, makes 
Bolta-Floor flooring in both resilient vinyl 


Ps 


The vinyls come 
in marbleized, terrazzo and georama pat- 
terns for unlimited floor designs. Tuflex 


and Tuflex rubber tile. 
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has a textured appearance, and sound 
deadening and non-slip features. It is de- 
signed to take abuse in heavy traffic areas 
while preventing accidents and reducing 
breakage of fallen articles. Bolta-Floor 
Vogue is a lower priced vinyl tile for 
home use. For More Information Circle 
No. 116. 


PHOTO COMPOSING MACHINE 


Consolidated International Equipment & 
Supply Co., 1030 W. Chicago Ave., Chi- 
22, Ill., announces the Optype which 
produces justified type composition from 
ordinary typewriting, Vari-Typing, photo 
typesetting, printed material or any com 
bination of these. At the rate of 16 lines 
a minute, an Operator can produce text in 
a choice of ten type sizes, condense or ex- 
tend it, or even italicize the lines—for a 
total of 80 possible variations of one 
original line 


cago 


Spaces between lines can be 


varied to fit desired Operator 
each line before it is photographed and 
can skip incorrect lines. Expansion and 
contraction of type is accomplished with- 
out changing its height. The Optype pro- 
duces a photographic film which, after 
developing, can be used to make offset 
plates, photoengravings or a photographic 
print. Use of the Optype multiplies by 80 
the sizes and styles of type obtainable from 
each single font or style which you may 
now have, whether you use a typewriter, 
Vari-Typer or printers’ hand or machine 
composition. For More Information Circle 
No. 143. 


space sees 


OFFICE KITCHEN UNIT 


Dwyer Products Corp., Michigan City, 
Ind., makes the Dwyer 400 unit which 
looks like a piece of furniture when 
closed and opens to reveal an electric 
range, sink, refrigerator, storage cabinet 
and silverware drawer. When the _ heat 


— 


deflecting top is raised a light goes on to 
illuminate work Porcelain top is 
easily kept clean. The 3.6 cu. ft. refrigera- 
tor has roll-out shelves, ice trays, auto- 
matic interior light, and its noiseless unit 
is guaranteed five years. When closed, the 
cabinet is 48” long, 217%” deep and 4214” 
high. Steel exterior is finished in choice 


area 
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And Only a Few Minutes Ag 


ite 


She Was Operating This Mimeograph 
j 


5 | 


Once she dreaded the drudgery of mimeographing, with its messy ink pads, 
leaky liquid ink and old-fashioned ink drum. She wore her oldest clothes to 


ae 


the office in those days. Wouldn't risk getting her new ones ink-stained. With 

thenew BDC Rex-Rotary M-4 it's different now. Built on the 

principle of the printing press, the M-4 uses paste ink, automatically fed 

to rollers from an ever-sealed, disposable cartridge. 

Operation is simple and ciean. The finished work has 
BOHN printing-press clarity. The M-4 offers a score of other 

Seelam advantages. Send for free portfolio: ‘‘The Work and the 
CORP. Wherefore of the M-4.” | 


444 Fourth Avenue . ‘ 
New York 16, New York Fully automatic, electric and only $345 


For More Information Circle No. 228 
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blonde. 
110 and/or 220 
without sink. For 
literature, Circle 


of dark mahogany or modern 
Available in models for 
volt current, with or 
illustrated descriptive 


No. 126. 


ROTARY FILES 


Diebold, Inc., Canton 2, Ohio, has added 
three unit sizes to their recently intro- 
duced motorized Rotary File line. Six 
models with 54 to 585 filing inches are 
available with the Dial-A-File record 


selector control. A flick of the dial brings 
any desired form directly to the operator’s 
fingertips in 


seconds. All records are 


housed in individual trays and revolve in 
an upright position, eliminating the neces- 
sity of belt or clamp devices to prevent 
records falling out when file is in mo- 
tion. This permits guiding across the entire 
top of the records row, use of self-indexers 
and housing of thin tissue sales slips. Trays 
need not be completely filled with unused 
blank cards. The wide spread of tray in- 
teriors permits filing addressing plates as 
well as 5” x 3”, 6” x 4”, 8” x 5” and hori- 
zontal or vertical tab cards. Styled by Ray- 
mond Loewy Associates, the front of Die- 
bold Rotary Files is contoured in a swept- 
back design providing ample operator knee 
room. Seated directly facing the unit, there 


180 


need for the operator to twist or 
turn for record reference. For complete 
information on all six models, Circle No. 
147. 


iS no 


COLLATOR 


Thomas Collators, Inc., Dept. B, 50 
Church St., New York 7, N. Y., announces 
a low desk-top, portable six-sheet 
electric collator which will gather i20 
sheets or 20 sheets of six sheets each per 
minute. Each of the six bins holds 114” 
of 8%”x11” paper. This letter size ca- 
pacity covers the vast majority of dupli- 
cated matter. Burred rollers 
positive contact with every sheet and mini- 
mize double sheet movement. The ma- 
chine will collate paper weights and fin- 
ishes including most tissue, onionskin, one- 


cost, 


feed assure 


time carbon, bond, mimeo and ¥%” card- 
board. Fabricated of steel with a silver 
hammeroid finish, the collator can be 
moved about from desk to desk with ease 
by a girl, and requires little space. It is 
12” wide, 15” deep, 15” high and weighs 
only 35 lbs. Its simple, single phase 60- 
cycle, 110-120-volt AC motor permits op- 
eration in almost any location. Simple to 
operate. Any employee can develop col- 
lating skills with little practice. A flip of 
the finger switch sets the six feed arms 
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FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-fo-operate ma- 
chines cost so little they soon pay for themselves — save you 
money from then on in. A few copies or thousands .. . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a long life of handsome service, 


A FEW PROFITABLE TERRITORIES OPEN 
for live-wire distributors: 


Punching and Binding Machine sales create con- 
tinuous repeat-profits on plastic binding elements. 
Write on your business letterhead for full details. 





P.S. We also manufacture power equipment. 
Dealers—visit space M-60 « 
NSOEA Convention 


. PLASTIC BINDING CORPORATION 
| Dept. © 732 Shermon St., Chicago, 5 ‘inte 
Please rush FREE MANUAL giving me full information about 


the mew PLASTICO Hand-Operoted Punching and Binding 
Units. 


7 | 
PLASTIC BINDING CORPORATION [iis ee 





For More information Circle No. 219 | 


Firm SS 





City _ pmemnmnenemsmmananenanctin SOY cain ND 


32 Sherman ‘St 15 W. 24th St SATO cst icici anttnnaiaai 
h c | ' | 
if aliaelele > fi New York 10, N | 











in motion. As six sheets emerge simul- leg, anchoring the chair without marking 
taneously, the operator grasps them with or marring the floor. Stretchers, on both 
both hands and in one smooth motion front and rear legs, give added strength 
brings them together, jogs, either staples 

or stacks them in sets, and is ready to 

grasp the next set emerging and ready to 

collate. Until switch is moved to “off,” 

collating continues automatically. Field 

tests show time savings of up to 50% 

compared to doing the same job by hand. 

The desk-top electric collator sells for 

$149.50. For More Information Circle 

No. 179. 


FOLDING CHAIR 


Cole Steel Equipment Co., 415 Madison 
Ave., New York 17, N.Y., makes the No 
2820 Contour Seat Folding Chair priced 
at $6.95. Constructed of heavy gauge steel 
on a tubular frame and legs, this Cole 
model provides a comfortable 16” x 16 
contour seat and slanting back rest for en- 
joyable seating and posture. It is safety and reinforcement. A safety folding hinge 
engineered not to tip, tilt, wobble or slide. prevents pinched fingers. When folded flat 
Durable rubber shoes cover the tip of each and nested, Contour Seat Chairs require a 


as INDIVIDUAL as 
your SIGNATURE... 


THE DIPLOMAT Changepoint’s new and distinctive pen 





set for individual use and office standardization. Available 


in chrome or gold alumalite ball pen or fountain pen 


. a >: gman! 7 


TELEPHONE DI 3-7965 SOUTH ROCKFORD 
TULSA 20, OXALANOMA 


bimomat IT'S NEW 


$3.95 


For More Information Circle No. 372 
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600 » Diebold 


LY MICROFILM CAMERA THAT COSTS NO MORE THAN A FINE ELECTRIC TYPEWRITER OR CALCULATING MACHINE! 


" rpOF lbw 9600 inated uunabieeaitadini 


te 


of economical FLOFILM equipment! Engineered 
with the most advanced microfilm features 
yet devised, FLOFILM — 


s compactly designed F] : : 
‘ 4 7 minates V nua 1 rinption ~ les 
in eum operation! e Llimin rt fanual shbresntanes, tlon—copies 
; records in 1/5 of a second 
Cuts Costs of Audits, Surveys 
easily carried to the records 
Has the exclusive 
FILM MAGAZINE Eliminates Miles 
for flexibility records save 99 


of oper 1tion! floor space 


FREE FOR THE ASKING! 
Send for your copy of “An Introductior 
Is PORTABLE goes s to Microfilm’ showing how firm \ 
to the records ~ a 
for additional 
savings! 


Seeeeeeeestoeeseeneceas 


DIEBOLD, INC 
Flofilm Division 
Norwalk, Conn 


r 
‘ 
' 
' 


Please send 
MICROFILM 
Name 
IH CoRR POR ATE SD Company __ 


Flofilm Division.e Norwalk, Conn. Address___ ae —— 


Sales and Service Offices in All Principal Cities City ________Zone___State 


For More Information Circle No. 220 





minimum of storage space. Available in 


NOW FOR ALL Mualtiliths green, gray or beige. For More Informa- 


tion Circle No. 142. 


Visi- GUIDE -) FILE FOLDER LABELS 


MASTER FEED CONTROL = Avery Adhesive Label Corp., 1616 S. 
Boosts Output, Cuts Spoilage 2 California Ave., Monrovia, Calif., makes 
manned send vandiamamnel self-adhesive Kum-Klean File Folder 

Labels which come in handy sheet form 
FREE! for easy typing and can be applied quickly 


Slash masking 
and setup time! 
Try 5 Base Line 
Masking Sheets 
free! For 1250, 
1300, 2066-SD, 
LD! Write now, 
mention press! 


NOW run envelopes, or small, thin, slick, or 
curling stock easily—to hairline register! VISI- 
GUIDE’s five free-rolling steel balls give 
positive, continuous control, prevent 

“bounce” or rebound! For Nos. 1200, 1250 
only $19.95; No. 1800 $24.50; No. 2066 (2) 
$59.00, postpaid with check. 10-day money 
back guarantee! Write today! 

Dealers: Write for full information! 


LITHO RESEARCH, INC 
14339 36th N.E. Dept. OM Seattle 55, Wash. 


For More Information Circle No. 368 and neatly without moistening. Eight 
labels are mounted on flat 4” x 6” sheets. 


“ye ‘ Available with borders in red, coral, green, 
New on the market... dark blue, light blue, yellow, orange, tan, 
‘"'IDEAL'' M-G lavender, purple, and all white. A box 
of 248 labels lists at $1.10. For More In- 

formation Circle No. 165. 





WIPERS 
Kendall Co., Walpole, Mass., offers 
Webril highly absorbent lint-free wiping 
pads for office printing departments. These 


Twin Cylinder Stencil Duplicator 
silk screen process $174.50 


plus tax 
e Using paste ink ¢ Printing press quality 


e Perfect paper feed mimeographing 
from post cards to ¢ Easy operation — no 
legal size service problems 


© Built for a life time 


Nationa! Distributors for U.S.A. & CANADA: : 
pads are used for plate processing, clean- 


AMERICAN OFFICE EQUIPMENT C0. ing offset rollers, printing plates and glass 


24 East 2ist Street, New York 10, N. Y. Faby : ; 
surfaces. Made of specially processed 











For More Information Circle No. 369 
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FACIT... the calculator that speaks for itself 


This is the 10 key FACIT ROTARY CALCULATOR, 
And its performance speaks for itself. FACIT 
figures faster than any printing calculator. It 
proves your figures by automatically listing the 
factors of each calculation on easy-to-read dials. 
No paper roll installations necessary. FACIT 
saves time—anyone can learn to operate it In 
just a few minutes. Cost less too! Let FACIT 
be your Calculating spokesman. Multiply, divide, 
add, and subtract —with only ten keys and the 
five fingers on one hand. 


404 Fourth Ave., New York 16, or FACIT 
235 Montgomery St., San Francisco INC. 


FACIT CALCULATORS) e FACIT TYPEWRITERS 
For More Information Circle No. 306 
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Your Best Buy in Business Forms 


: is Your Independent 
NCR Business Forms Dealer 


no carbon / required 


As only he, with his wide source of suppliers, is 
best suited to recommend the right form for 
vour needs, at the right price, delivered when 
you need them, at the right time. And in busi- 
ness with his own capital invested, a progressiv 
member of your community, he has a real vital 
interest in serving you, in seeing you satisfied. 


WE ARE PROUD 


to be one of the suppliers to your Independent 
Distributor who has pushed up our sales 25% 
ahead of last vear. 


Fast, Very Fast Delivery on NCR paper or Car- 
po ang bon Interleaved lithographed forms, . . . Con- 
tinuous ... Tabulating . . . Snap-a-part 
Statements of various kinds ... and a full 
line of beautiful lithographed stock forms 
on NCR paper. 
Form users, Buyers, no longer is it necessary 
to accept excuses instead of delivery, no longer 
is it necessary to pay a premium for fast de- 
livery, our normal schedule is measured in 
days, not weeks. Write for name of Distributor 
near you, anxious to serve you, or ask your own 
favorite Independent Distributor to write or 
phone us. 


BUSINES 
Cc R 


MANUFACTU 
~~ 333 WEST COURT ST., CINCINNATI 2, OHIO 
Garfield 1-7I11 Telefax FBD 
DISTRIBUTORS, STATIONERS, PRINTERS write for our illustrated easy to 
understand catalog. It’s mighty nice to have around the house. 
For More Information Circle No. 407 


Ss 
ING COMPANY 
Cc 





bleached cotton which is completely lint- 
less. Strong enough to be folded and re- 
folded, they give long service and have a 
high wet-strength factor. Packaged in rolls 
of 100 perforated 8” squares. A _ wire 
hanger is available for easy mounting 
anywhere. The Webril Wipe may be used 
for cleaning camera lenses and _ other 
highly polished glass _ surfaces Many 
users find them helpful for filtering. For 
More Information Circle No. 117. 


MICROFILM CAMERA 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., announces that repeated color step 
tests have been eliminated in the Trans 
portable Film-a-record Model 8.1 pre 
cision-built microfilm camera. A_ built-in 
volt meter removes guesswork when 
working with different colored documents 





color step-test strip of film will be sup 
plied with each camera noting the proper 
settings for colored documents. To com- 
pensate for the variations in light reflected 
from different colored records, simply 
adjust the volt meter to the proper setting 
which provides for clear, sharp pictures 
No delay waiting for a color step-test 
report. The Model 8.1 camera can be 
connected to any standard 110-120 A¢ 
outlet. The speed of the compactly de 
signed camera has been increased 50% 


and documents can be filmed at the rate 
of 150 paper feet per minute. For More 


Information Circle No. 133. 
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TYPEWRITER 


ASK YOUR 
Office Supply or 
Typewriter Man 
To Demonstrate 


BUD 


PINK PLASTIC PUTTY 


that pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


° 
yale 
ria ‘the pu 
3. original P pyram 


NO MESSY LIQUIDS 
fo remove nail polish, 


spot or spatter clothes. 


NO HARMFUL FUMES to cause headaches 
or colds. 


To make neat erasures—just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erase and there will be no smear. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
y. @7 een hen 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 374 





For SAFETY Aloft! 
ROL-AWAY 


New High-Access 
MAINTENANCE TRUCK 


Safety has been a primary 
consideration in the design of 
this completely mobile High- 
Ladder Maintenance Truck. 
Rolls easily, but locks solidly 
in place. Ladder extensions 
have safety locks and safety 
rails approved by Safety Au- 
thorities. 


The ideal truck for high level 
cleaning, painting, servicing 
lights, repair or other main- £ 
tenance. Adjustable to vary-f 
ing heights. Rolls easily 
through doorways and nar- 
row aisles. 


MODEL HL-1 


—Aluminum and Steel 
construction. 

—42"’ long. 26’ wide, 
’ 6” high. 

—li’ 2” high fully ex- 
tended permitting /; 
reach of 16’. / 


geet fay. 
? 
“/ QUALITY © 
ry EQUIPMENT 
A), 


(Te ROL-AWAY 


TRUCK Mfg. Co. Inc. 


6143 S.E. Foster Road 


This is only one of over 70 
different Material Handling 
Trucks for every purpose. 
Send for literature. 











Portland 6, Oregon 


For More Information Circle No. 358 


188 
oOo 


ALL-PURPOSE EASEL 


Oravisual Co., Box 11150, St. Peters- 
burg 33, Fla., offers a High-Low portable 
aluminum easel. When used with large 
paper writing pads, the user can raise the 
pad higher at writing progresses, or lower 


Raise pad higher 
as you write y 
pre 
Se 
lower- 
| 50 group can see 


it at will. The easel has self-locking hinges, 
crayon box and shelf. The addition of 
extension legs will raise the easel another 
6” or 12” above the floor so that it can 
be used for large charts. For More In- 
formation Circle No. 229. 


WIPERS 


Kimberly-Clark Corp., Neenah, Wis., 
now makes Kimwipes disposable wipers 


in a smaller, desk-size box, less than 2” 
high. A box contains 100 5”x8% 
wipers. Suitable for wiping optical lenses, 
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litho job dollar 


..-SO don’t sacrifice quality for false economy, 
buy the best—3M Photo Offset Plate: 


It’s a fact .. . your biggest litho costs are 
materials, 34¢, and time, 65¢ . . . while 
plates are only 1¢ of your litho dollar. You 
can’t cut fixed costs... but you can save 
money in the time area that starts with plate 
coating—ends with the last sheet off the 
press. And here is where perfectly uniform, 
100°; consistent 3M Plates pay off 
for you. Every plate is identical. The 
costly, time consuming variables in 
coating, processing, makeready and 
press runs that eat up profits are 
eliminated! Eight out of ten users of 
presensitized plates choose 3M Plates for 
quality and performance—the true 
measure of plate economy. Next time 
specify 3M Brand Photo Offset Plates. 


3M Photo Offset Plates 


"3M" is a registered trademark of Minnesota Mining and Manv- 
facturing Co., St. Paul 6, Minn. General Export: 99 Park Avenue, 
New York 16, N. Y. In Canada: P. O. Box 757, London, Ontario. 


sé >>> 
Mienesora fiwine ano (ffanuracruring company 4 
v 


«+. WHERE RESEARCH IS THE KEY TO TOMORROW SN A, 
oo 


For More Information Circle No. 310 





Sheav-Acttew 


CORNER ROUNDERS 


Prices include 
one plug-in 
cutting unit. 





ADVANTAGES: 


1. Clean-cut 
shearing—no 
chopping. 


2. Self-honing 
knives stay 
sharp longer. 
3. Automatic 
chip disposal, 


4. No bolting 
of knives to 
head. 


5. Change cut- 
ting unit in 
seconds. 

6. No replace- 


ment of cutting 
blocks, 


$GQ-00 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 





For More Information Circle No. 356 
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cleaning slides and small parts, cleaning 
small spillages, and wiping small tools and 
instruments. Kimwipes also are produced 
in the same size with 240 per carton and 
in larger sizes for industrial uses. For 
More Information Circle No. 159. 


ELECTRONIC LAYOUT MODELS 


2 


Elgin Metalformers Corp., 630 Cong- 
don Ave., Elgin, Ill., offers scale models 
for planning the assembly and arrange- 
ment of electronic, automation and data 
processing equipment The miniatures, 
modeled on a 1” to 1 ft. scale, are exact 
duplicates of basic components of the Em- 
cor Modular Enclosure System which al- 
lows selecting from mass-produced metal 
cabinet enclosures and using component 


parts to work up infinite varieties of units 
to house electronics equipment. Users can 
save valuable initial planning time by 
visualizing accurately in advance the final 
appearance of completed installations. 
Made of durable plastic, the models are 
realistic reproductions of their full-size 
steel counterparts, even to the use of lou- 
vered and perforated panels, and Formica 
work-writing tops. The miniatures include 
simulated desk height, sloped front, ver- 
tical and turret top units, and wedge- 
shaped cabinets which permit regular en- 
closures to be combined into various U- 
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‘Imagine 

a portable, 
electric collator 

for only 14950" 


the NEW Thomas “Desk-Top™ Collator 


Now for the first time a com- Mail coupon...or ask your 
pletely electric collator that is own stationer or office equip- 
priced within the reach of ment dealer to make arrange- 
every office... actually half ments for a free demonstration. 


the price of anything on the | 
market. Yet, this new Thomas Vw. THOMAS COLLATORS IN¢ 
has the capacity to handle ats. ----------------- 
8'2 x 11 sheets of most tissue, 
onionskin, one-time carbon, 
‘bond, mimeo and even !s” 
cardboard. It’s portable, light 
weight and extremely simple 
to operate. A flip of the switch 
and the tiresome time-consuming 
task of gathering pages into 
sets becomes an efficient, effort- 
less job... that’s almost fun! 


Thomas Collators Inc 
Dept. B, 50 Church Street, New York, N.Y 
[ ] Sounds good send literature ! 


[_] I'd also like a free demonstration 


NAME 





pleose print 


COMPANY _ 


ADDRESS 


city STATE 


Visit our booth at the National Business Show 


For More Information Circle No. 221 
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shaped and semi-circular corzsoles. Use of 
the models demonstrates the versatile as- 
sembly features of full-size Emcor Modu- 
lar Enclosures. Individual pre-assembled 
frames and cabinets also may be joined 
together in any combination, side by side, 
front to back, or one atop another, to 
form integrated designs. For More In- 
formation Circle No. 164. 


ADDRESSING MACHINE 


Master Addresser Co., 6500-0 W. Lake 
Street, Minneapolis 26, Minn., makes the 
Model 99 Master Addresser with an auto- 
matic drive on the roller which moistens 
and moves the envelope into printing po- 
sition automatically with each pull of the 
handle. A completely unskilled operator 
can address envelopes as clearly as an ex- 
perienced operator, and as fast as seven 
or eight typists can type the same ad- 
dresses. A precision address card feed 
contributes to higher speeds and 
trouble free operation. Approximately 100 


also 


TIME STAMP 


Records to the 
minute when it 
arrived . . . how 
long it took... 


when it left. 


See us at 
NSOEA 
Convention 
Booth 165 


4-jewel movement — Not expensive. Un- 
conditional full year guarantee. Space for 
company, dept., etc. name on rubber die. 


DORSON corp. 


605 W. Washington — Chicago 6, Ill. 


For More Information Circle No. 378 
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>" 


3” x5” address cards are placed in the 
machine at a time. As prints are made, 
the cards re-stack in original order for 
immediate refiling. Addressing is done by 


the spirit transfer process from paper mas- 
prepared on a typewriter. Masters 
are available four to a sheet with carbon 
attached. This new machine has been field 


ters 


RITE-LINE copvuoipver 


@ SAVES EYESTRAIN 





e TAKES COPY UP TO 20” 
@ PROMOTES ACCURACY «HOLDS NOTEBOOK 
@ INCREASES PRODUCTION e¢ FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D.C 


For More Information Circle No. 379 
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OFFIct 


THE 








———— 


~ Certified 


Office Machine 
PAPER ROLLS 








Their superior quality prevents creasing, 
bunching and slipping. That's why offices 
everywhere use them for adding machines 


teletypes and cash registers 


@ Guaranteed for trouble-free operation 
@ Clean cut, lintless, without splices 
@ Red ink warning signal marks roll-end 


AVAILABLE AT ALL LEADING STATIONERS 


Dealers write for Cash Register Rol! 
Specification Sheet and Prices today! 


RITTENHOUSE PAPER CO, 


2600 North Clybourn Avenue, Chicago 14, Illinois 
For More Information Circle No. 36C 





Swe * LEDGER SHEETS 


_ 
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oe 
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\ Lk Pen ruled and printed both 
{A . sides on 28 Ib. White (25% 


rag) Ledger. 
® COLUMNAR SHEETS 


a 








Tt ut T T4314 
PSs ies $6: SS: FS) BS ES: FS 





FREE 


Catalog 
& ® COLUMNAR PADS 


Pen ruled and printed both 
sides. Single & Double Page 
Forms. Numbered lines. 


Price 
List. 


Write 
Today! 





On #16 Buff Sulphite. Also 
available for ring binders. 


THE NATIONAL MANIFOLDING CO. 


521 BROWN STREET, DAYTON 2, OHIO 























For More Information Circle No. 361 
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tested for several months and is now in 
production. The hand model is priced at 
$99.50 plus tax. A foot operated model 
is also available. For More Information 
Circle No. 178. 


VERTICAL CAMERA 


W. A. Brown Mfg. Co., 608 S. Dear- 
born St., Chicago 5, Ill., announces de- 
velopment of the all-metal, 12” x 15” En- 
sign Vertical Process Camera. Progressive 
engineering and manufacturing applica- 
tions make possible the first completely 
automatic focus, screw drive, vertical cam- 
era in the low price range. The fast, easy- 
to-operate Ensign enables users of small 
size offset plates to obtain professional re- 
sults that normally would be expected 


from much more expensive cameras. Some 
standard features are: cast aluminum front 
and rear case; lamp carrier with all mov- 
able parts operating on precision roller 
bearings for extreme accuracy; dial cali- 
brations; 912” Goerz Artar Red Dot lens; 
coated and color corrected lens; 19” x 23 
glass covered copyboard; pressure back to 
hold film sizes up to 12” x 15”; light source 
of two No. 1 photofloods in each reflector; 
calculator; shutter and 
timer with reset device; storage compart- 
ment; range of reduction 3X; range of 


electric electric 
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Print your own 
FASTER... AT LOWER COST 


} \ 4 NJ | 
A \\\ime, 2s ELECTRIC 


vag pn DUPLICATOR 


ie 
Be ee: ym (Model 76 A 
RD. $995 


LS | plus tax 


Print Bulletins, Sales Letters, Forms ... sharp, clean copies of 
anything typed, written or drawn. Conqueror Mark II Auto- 
matic Electric Spirit Duplicators deliver |!0 copies per min- 
ute, post card to legal size, in | to 5 colors... at the touch of 
a button. There's no effort on the operator's part for these 
Conquerors run without watching and even turn off auto- 


matically. They Lal 


conquer every. orate 
d [; 4: Lal, The HEYER Corporation 
uplicaTing |oO 1821 S. Kostner Ave., Chicago 23, Ill. 


wit SDE .4S@ ___ Please send me FREE |6 page 
h ‘ peed, ease booklet on Heyer Mark II 


and neatness... Conqueror Duplicators with 
' , valuable information on spirit 
an d t h ey rey duplicating 9-58 
priced much be- — 
low comparable ... 
machines. Mail | 


coupon today! 


For More Information Circle No, 223 
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enlargement 2X. Designed for standard 
110-volt, 60 cycle, single phase AC. For 
More Information Circle No. 181. 


MAGNETIC INK 

CHECK IMPRINTER 

A. B. Dick Co., Dept. O-98, 
Touhy Ave., Chicago 31, Ill., announces 
the A. B. Dick Offset Check Imprinter 
which can print a year’s supply of per- 
sonalized checks, deposit slips and reorder 
forms for five individual accounts in three 


5700 W. 


~*5678"0034;3. £487 20 om 


minutes. All check identification numbers 
are printed in magnetic ink for use with 
high speed electronic sorting and posting 
machines. Machine stacks checks ready 
for cutting and binding in books of 25 
each. Imprinting includes account own- 
er’s name, address and code numbers. All 
imprinting, including bank identification 
and account numbers, can be read visually 


Six 
different 
wp lt) tae -VModels 


to suit 
any problem. 


Dieh! Calculating Machines 
nowned for efficiency and 
Each model is 


range ready 


vy 


range has 


only the numbers are “read” 
electronically. The magnetic ink offset du- 
plicator has other business applications, 
producing forms with numbers for ma- 
chine reading, and it also can be used for 
conventional offset printing. For More 
Information Circle No. 103. 


although 


COLORED CLIPBOARDS 


Stempel Mfg. Co., 2830 Roberta St., 
Dallas 3, Texas, makes Colo Clipboards 
with colored Stempco steel clips on boards 


harmonizing 
four sizes 
completely 


»f durable fibre hardboard in 
[They are made in 
note, letter and legal) 


colors 
(memo, 


15975698 3876 
7612548487954 
133658 pth 


5 
2462 153 1592 
£451324589 
7352438 
2536483 

5 38746 


ety on “Diehl 


DIEHL RECHENMASCHINENFABRIK - NURNBERG 


STEPHANSTRASSE 49 


6: 8473 964527 


For More Information Circle No. 373 
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Buy them for 
every department! 


"ie 


wv 
/ 


¥ 4 


NEW! ... KODAK VERIFAX BANTAM COPIER . . . ONLY $99.50 





Buy “em by the dozen—put one in every 5 Verifax copies at a time for 24%4¢ each! 


department! It’s one of the smartest Think of the savings in dictation and 


moves a large company can make, now typing alone 

that you can get a Kodak Verifax Copier Mail coupon, or check Yellow Pages 

for just $99.50—about half the price of under “photocopying” or “‘duplicating”’ 
I | | ~ | 


other low-cost copiers. for nearest Verifax Dealer. 


Think of the convenience—being able ” “and ect to change without notic 
to get a complete, accurate copy of any fp: Co by 
letter-size item right in your office, in eri ax PYING 
less than a minute... being able to have DOES MORE...COSTS LESS...MISSES NOTHING 
oeeeeeeseeee® MAIL COUPON TODAY * esses terre ser erreereeeeeeeee 
EASTMAN KODAK COMPANY, Business Photo Methods Division 213-9 
343 State Street, Rochester 4, N. Y. 


Send free folder describing Verifax Bantam Copier. Also names of near-by dealers. 





¢ 
& 


Name__ Position____ 











Company aceasta 
No. 


2 — sit OUI a cailaditataneint 


For More Information Circle No. 224 
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Originated the 
Film Top Stencil 





Invented the Plio-Weld 
Stencil—the film top 
stencil without glue 





Frankel continues 
as the leader by 
introducing the new 


Abean. White 


100% 4 
STATIC FREE STENCIL ¥ a 


trial oder ef ewe 
After five years of constant research, Frankel 100% Statie, Hee ~ 
laboratories have produced the first absolutely 7 oil, today 


100% static free stencil ever made in this coun- 
try. The Klean Write 100% Static Free Stencil is 
especially designed for use on all foreign dup- 
licating machines. Available with or without 
film top—in glare-pruf colors—blue, green, 
or white. 


100% Static Free Stencils with film top $4.15 per 
quire, without film top $3.75 per quire. Quantity 


and dealer prices quoted on request. 


Look for Frankel in Booth 42 -—- NSOEA Convention in Chicago 








For More Information Circle No. 225 
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assembled, with all visible surfaces in 
color. A wide variety of color combina- 
tions is offered for coded business and 
industry use as well as attractiveness. For 
More Information Circle No. 106. 


TELEPHONE INDEX 


Rest-A-Phone Co., Box 10554, Dallas 
Texas, announces the patented Dextra 
telephone index which firmly attaches to 
the finger-stop on desk or wall telephones. 


This keeps the index always where it is 
needed and at the same level with the 
dial for easy reading. The Dextra is 
made in ten colors plus black to match 
all telephone colors. It retails for $2. For 
More Information Circle No. 176. 


PHOTOCOPY DEVELOPER 


Peerless Photo Products, Inc., Shore 
ham, N. Y., announces Dri-Stat 1201 
Developer, supplied in liquid form. This 
all-around developer gives high contrast 
prints immediately upon initial prepara- 
tion of the working solution, and is cap- 
able of producing 250 or more 814” x 11” 
copies in one day’s operation. It has good 
tray life, lasting at least five days when 
prints are made at the rate of about 20 
a day. A greater number of prints can be 
made at one time, and tray life extended, 
by adding water to bring the solution in 
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Comfort 

..- for Beauty 

.-- for Years... SPECIFY 
HYGIENIC 


Toot Conefert 





MATS and RUNNERS 


If you're tired of replacing foot mats 
that lose their resilience and appearance 
in a disappointingly short time if 
you want a mat or runner that will give 
relaxing support and still look beautiful 
years after it was 
Hygienic Foot Comfort Mats, the qual 
ity floor mats that reduce 
fatigue and increase 
eficiency for all 
who must work 
standing. Avail 
able in 8 mod 


installed use 


ern marbleized 


colors. All edges Here's ine Secret 
beveled for sate- a “ie 5p 9g hes 
ty and appearance igdibenaacl 
See your 
OFFICE SUPPLY DEALER 
or write: Flooring Div. Dept. E for details 


THE HYGIENIC DENTAL MFG. CO. 
Akron 10, Ohio, U.S.A. 


For More Information Circle No. 363 
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CUT YOUR ADDRESSING 
COSTS IN HALF! 


with a DUPLICARD 
ADDRESSING MACHINE 


There’s a fast, automatic rotary Dupli- 
card machine for every addressing job 
—postcards, envelopes, statements, cir- 
culars, catalogs, news- 
papers or magazines. 
Hand and electri 
models feed and 
address at high speed 

economically, 





too, 

as no metal plates are required. You 

address directly from 3” x 5” Duplicard 

file cards, or from larger ledger cards. 
You get six years or more of normal 
file- 

little 


service from a single 


which 


addressing 
master card 
more than lec. 

There are 8 Duplicard models, priced 
$139 to $965. Tell us your 
addressing requirements and we _ will 
recommend the machine best suited to 
your needs. Write today for illustrated 
literature. 


costs only a 


from 


DUPLICARD 
ADDRESSING MACHINES COMPANY 
1010 E. Chestnut St., Santa Ana, Calif. 


For More Information Circle No. 376 
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the tray back to its normal level. Prints 
made with Dri-Stat 1201 Developer are 
said to stay white and have greater re- 
sistance to yellowing, even at high tem- 
peratures. Dri-Stat 1201 liquid developer 
is supplied in 1 qt. bottles at the same 
price as the 1010 developer which it 
replaces. For More Information Circle 
No. 129. 


TYPEWRITER JUSTIFIER 


Marginator Co., 1121 W. Magnolia 
Ave., Burbank, Calif., makes the Margi- 
nator typewriter justifier which produces 
even right-hand typing margins. The Mar- 
ginator will justify columns as narrow as 
144” and as wide as the carriage of the 
typewriter. Two or more columns may 
be justified on the same page without shift- 
ing the paper. It condenses or expands 


copy as needed, and less hyphenated 


words are necessary. The regular opera- 
tion of your typewriter is not affected 
since the Marginator can be set to neu- 
tral, which automatically disconnects it 
and leaves machine free for ordinary 
typing. Simple instructions, furnished with 
each Marginator, are all that are needed 
to learn how to operate it. Within a few 
minutes after installation, any competent 
typist can become familiar with its op- 
eration. Fits standard and electric type- 
writers. For More Information Circle No. 
188. 


REVERSIBLE FILM 


Nord Mfg. Corp., 366 Jericho Turnpike, 
Mineola, N. Y., introduces Nord Reverso- 
matic Film for making film negatives on 
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from 

any angle 
your 
best buy 


Professional writers like 
Quentin Reynolds and 
Kenneth Banghart choose Cole 
above ali other portables, 
because only Cole has all the 
important features they 
demand in a typewriter... 
Mist Green, Desert Sand or 
Cole Gray. Complete with 
matching carrying case... 
only $94.50 plus tax. 


COLE STEEL OFFICE MACHINES, INC. e Affiliate of Cole Steel Equipment Co., Inc. ¢ 415 Madison Avenue e New York 17, N. Y. 


For More Information Circle No. 294 








NOW! 


AUTOMATIC 
ELECTRIC 
NUMBERING 
MACHINE 


ty BATES 











“Numbers at a touch” 


FAST--EASY TO USE --DEPENDABLE 


completely automatic — numbers at a touch of the paper. 

top performance — it uses the famous Bates Numbering Machine 

fully adjustable — for correct positioning of number. 
interchangeable — numbering head replaceable in seconds, without tools. 
flexible — any Bates Numbering Machine can be adapted to it 


safe and quiet — current cuts off when resetting numbers or 
changing ink pad. 
e soft rubber base — prevents slipping, marring desk. 


For more detailed information, write to Dept. 50. 


the BAT ES manufacturing co. 


Orange, New Jersey 
New York Office: 30 Vesey Street, New York 7 





For More information Circie No. 450 
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the Nord Wizard Photocopier. Derse, 
sharp negatives can be made in less than 
one minute at approximately one-fourth 
the cost of outside negative service. Re- 
versomatic Film negatives can be easily 
burned into any sensitized offset plate 
(aluminum, plastic or zinc) on any stand- 
ard platemaker. The film can be handled 
exactly like any standard negative; and 
scribed, opaqued, stripped, etc. Since Nord 
Reversomatic negatives can be easily made 
under brilliant office lighting, they can 
be used instead of expensive darkroom 
installations. Any line material can be 
copied from any type of original, includ- 
ing books. For More Information Circle 
No. 134. 


COUNTING CASH BOX 
Hastings Typewriter Co., 518 West 3rd 
St., Hastings, Nebr., offers the Cash-A- 
Flash cash box which stores and counts 
over $60 in coins. Seven accurate meter- 
ing compartments provide coin storage for 
all denominations, showing at a glance 


lid 


the of each. With 


becomes a 


total amount 
removed, it 
change making tray. When closed and 
locked, coins cannot shift or become 
mixed no matter how the box is handled. 


hinged 
convenient 


Coins are always ready for wrapping. The 
Cash-A-Flash can be used by itself or for 
cash register operators’ accounting: storing 
and counting their change. There is room 


in the box for receipts, sales slips and 


“Out, Damned Spot, Out!...” 





Spirit Away could not have removed the 


tains Lady Macbeth tried so futilely to 
when 


from Spirit Carbon to Mimeograph Ink 


Spirit Away does all its name implies 


ae 
QuICkKIV, leavuil 


imaginary 
wash away 
t comes to those real stains that office help Is 
then 
Stains disappear 


ig hands clean and smoothand lightly scented 


And with Spirit Away there’s no more sharing the cream 
} 7 


jar or tube with others. Each Spirit Away sheet is individual 


and personal, used once only and then thrown 


basket. Yet 


Spirit (Away is a 


Kee 


icient and more pleasant 


nother Lox first to make 


more eff 
today 


Please attach to company letterhead 


Made Only by 


KEE lox, MANUFACTURING COMPANY 
CARBON PAPERS AND INKED RIBBONS 


ROCHESTER 1, NEW YORK 


For More 
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into 


office 


Adjoining coupon included for your convenience 


the 


it is more economical and much easier to use 


life 


Send for your samples 


KEE LOX MANUFACTURING CO, 
Rochester 1, N. Y. (Dept. O) 

We would like to try the new Spirit Away + 
Send free samples to 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
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A. B. DICK Model 350 offset duplicator 
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says wno... ‘ 


A New York Engineer 
‘.... true reproduction of the most intricate drawings” 


A Pennsylvania Sales Promotion Manager 
. satisfactory in every way—doing a real job”’ 


A Wisconsin Purchasing Agent 


. saves us 40° in printing costs”’ 


A Pennsylvania Insurance Executive 
. finest offset duplicator of its kind and size on the 
market today”’ 


For a free portfolio of letters telling what users 
themselves have to say about the Model 350, clip 
coupon below. 


~A:B:-DICK 
DUPLICATING PRODUCTS 


A. B. DICK COMPANY, Dept. 0-98 
5700 West Touhy Avenue, Chicago 31, Illinois 


Yes, I’d like to see the packet of 20 letters from users of the 
A. B. Dick offset duplicator. 

Vame 

Position Company 


Address 


City Zone 


eoeeeeveeree eevee eeeeee 


For More Information Circle No. 226 
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paper currency. The Cash-A-Flash box matic synchronization of pictures with 
retails at $12.50 complete with lock. For tape-recorded sound. Anything which 
More Information Circle No. 109. closes an electrical circuit will operate the 

mechanism. It might be hooked up to a 


FILMSTRIP PROJECTOR 


DuKane Corp., St. Charles, Ill., makes 
the Synchrowink remote control slidefilm 
projector with simple, push-button picture 
changing. It weighs only 15 Ibs. and 
comes with an attractive carrying case. 
A 10-ft. remote control cord is standard 
equipment, and a 35-ft. cord is available 
as an accessory. The Rediwind film sys- 
tem eliminates rewinding film. As film 
is shown, it is automatically rewound, and 
ready for the next use. Reduced film 
handling results in fewer scratches and 
longer film life, as well as greater con- 
venience for the operator. Jet-stream cool- 
ing keeps the film cool and prevents heat 
damage. The picture stays in focus and photoelectric cell device, for instance, to 
the Synchrowink mechanism changes pic- change pictures automatically whenever a 
tures in 1/20-second. The projector is _ light beam is broken. The Synchrowink 
also suited to systems providing for auto- 300-watt projector, DuKane model No. 


ORTANTLY 


MONEY SAVINGS 
WITH SNAP-I-SETS 


It’s a money making Snap! Increased efficiency ... time 
saving. Cuts clerical and stenographic costs pius the 
many other advantages now possible with General Multi 
Forms Snap-l-Sets ... utilizing fine one-time carbon. 
Quality lithography that Office Managers agree is far 
superior, yet costs no more. Deserves your investigation 
today. Ask the G.M.F. Sales Company dealer in your area. 


ATTENTION FORMS DEALERS 
Enjoy the repeat business Snap-!-Sets makes possible 
through greater value with higher quality. We do not 
sell and never have sold direct. Write today for our 
remarkable plan. 


GENERAL MULTI FORMS SALES COMPANY 


(Not Associated with any other Printing Company) 
2020 Jo Johnston Ave. P.O. Box 1094 Nashville, Tenn. 





1 
= 








For More Information Circle No. 355 
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FILES ARE (WM 


NO PLACE FOR ) BLIND 
MAN’S BUFF 


If it takes too long to locate the papers you want, ask 
your Stationer about the ACCO Sysem. Accobind 
Folders, Accopress Binders and other Acco products 
save time, save money, save loss. Acco keeps all re- 
lated papers together as long as you want them— 
orders, reports, correspondence, invoices, bulletins, 
etc. Folders and binders are of genuine pressboard, 
last for years. Made for every department of every 
business in sizes, styles, colors to suit your taste and 


exact requirement. Check up on Acco now! 


‘“ACCO BOUND PAPERS ARE SAFE PAPERS’’ 


ACCO PRODUCTS 
Division of NATSER Corporation 
Ogdensburg e New York 


In Canada: Acco Canadian Co., Ltd., Toronte 


For More Information Circle No. 380 
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Dept. TO9, 1220 Von Buren St., Chicago 7 
For More Information Circle No. 375 





‘ OFFICE KNIFE 


#119 

$1.00 

Also penholders, lead holders, 

carton openers, marking pencils. At pro- 

gressive dealers everywhere. Write today for 
free illustrated catalog! 


GRIFFIN MANUFACTURING CO. 


LYNDHURST ST. ROCHESTER, NEW YORK 





For More Information Circle No. 377 
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576-47, lists at $144.50 with a 3” lens; 
2”, 4” and 5” lenses are available. For 
any slidefilm or sound slidefilm showing, 
for audiences from one person to thou- 
sands, there is a specific projector in the 
complete DuKane line. For More Infor- 
mation Circle No. 101. 


PRE-DECOLLATOR 


Standard Register Co., Dayton 1, Ohio, 
announces its Pre-Bursting Decollator for 
separating and bursting single parts of 
multi-copy form sets in a single operation. 
It can be used in conjunction with any 
current Standard Register Burster of 


handle both 


Burster-Imprinter and will 
Stanlock and non-Stanlock Kant-Slip con- 


tinuous carbon-interleaved forms. Load- 
ing and operation are quick and simple. 
When the form passes through the burster, 
one carbon is separated and falls to the 
floor. Simultaneously, the remainder of 
the set is refolded for further processing 
where all or part of a set of written forms 
must be held intact prior to mechanical 
bursting, and complete decollating as 
forms issue from the writing machine is 
not practical. The Pre-Bursting Decol- 
lator is made up of Universal Packholde 
components and can be easily assembled 
at its place of use, allowing ease of 
handling and shipping. It will hold a full 
size 12” pack of forms with a maximum 
size of 1914” in width and 14” in length 
and it functions at the same speed as the 
burster by which it is powered. An op- 
tional elevated packholder tray is avail- 
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Only *3.50 a week puts 
a new Victor Calculator 
in your office! 





Victor 40th Anniversary Special 
New Models—New Low Prices 











Special Mult-O-Matic Printing Calculator. Model 
72-85-54. Special low price. Automatically multiplies, 
adds, subtracts with flick of Simpla-Key. Automatic 
sub-totals or totals from same bar. Automatic credit 
balance 

Mult-O-Matic Printing Calculator. Model 74-85-54 
(not shown). All features of Special (above) p/us auto- 
matic Constant and automatic Total Transfer. 














Automatic Printing Calculator. Model 75-35-54. 
Automatically divides, multiplies, adds or subtracts 
with a flick of the Simpla-Key. Automatic Constant, 
Total Transfer, and credit balance. Automatic sub- 
totals or totals from same bar. 

Automatic Printing Calculator. Model 73-85-54 (not 


shown). Has all features of above, except Constant 
and Total Transfer. 








.. VICTOR ADDING MACHINE CO., 


CHICAGO 18, ILLINOIS 


The answer to business problems since 1918 
Victor Adding Machine Co. (Canada), Ltd., Galt, Ont. 
Manufacturer of Business Machines, Cash 


Registers, Business and Industrial Systems 
Electronic Equipment, Electri-Cars. 


Avoid large cash outlay with 
New Lease or Purchase Plans 


Now! Put a Victor Special Mult-O-Matic 
Printing Calculator to work for you for less 
than $3.50 a week. New Lease Plan saves 
your cash reserves, gives you the immediate 
benefit of time-saving, money-saving auto- 
matic figure-work. Low payments include 
expert Victor maintenance. 

Or for a small down payment, and less than 
$4.75 a week, you can own this same Victor 
Calculator, and take 24 months to pay 
Other Victor business machines also avail- 
able on lease or purchase plans at even lower 
payments. Now is the time to lease or buy 
because prices are low . . . terms easier... 
and there are more models to choose from 
than ever before in our 40-year history. 


The exclusive Simpla-Key makes 
all calculations automatic! 


Merely flick the Simpla-Key, 
enter the figures . . . the machine 
does the rest automatically. Mul- 
tiplies, adds, subtracts or divides 
with one key—on one simple key- 
board! Automatically prints 
figures with true symbols on tape 
just as you would write them. Does the work of two 
machines—adding machine and calculator—with 
no complicated rules, no special training needed. 


CALL YOUR VICTOR MAN, He's listed 
in the Adding Machine section of the Yellow 
Pages under Victor. Or mail coupon today. 


Victor Adding Machine Co., Dept. 0-958 
Chicago 18, Illinois 
Send me full details about your 


0 }] New Calculators 


{_] Adding Machines 


New Lease Plan 
(_] New Purchase Plan 


Nome 
Company Name 


Address. 





c 


For More Information Circle No. 406 





VERTICAL 


FILES 


SAVES & PROTECTS 
your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have ‘‘filed’’ in messy piles, on hooks, etc. You're 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
o year! Stencils, negatives and masters hang free 
from pressure . protected against damage .. . 


easy to file and find. EASY-FILE cLiPs 


” SAVE 
{ SPACE 


against 


There’s a MIM-E-O 
model to save and 
protect all types and 
sizes—capacities from 
150 to 1400 EASY-FIND INDEX 


Write today for FREE Illustrated Brochure! 


MIM-E-O STENCIL FILES CO. 


2027 W. North Ave. . Chicago 47, Ill. 


500 Distributors . . . coast to coast to help you 
solve your stencil ar offset filing problem. 


For More Information Circle No. 367 
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able to process form which include 
card stock, or unfastened sets of over six 
parts. For More Information Circle No. 
110. 


sets 


HAND CLEANER 


Kee Lox Mfg. Co., 
1, N. Y., announces 
posable hand wipers 
hand stains including spirit carbon, and 
hectograph stains; mimeograph, offset and 
printing inks. Spirit Away hand 


Rocheste! 
Away dis- 
which remove all 


Dept. 0, 
Spirit 


cleaners 


are sani- 
uses each 


are quick and easy to use. They 
tary because only one person 
sheet. Stains disappear quickly, leaving 
the hands clean, smooth and _ lightly 
These economical hand cleaners 
transparent plastic envelope 
which is to keep handy. For 
sample of Spirit Away hand cleaners, 
Circle No. 189. 


scented. 
come In a 


easy free 


PHOTOCOPIER 


Business Photo Methods Div., Eastman 
Kodak Co., 343 State St., Rochester 4, 
N. Y¥ announces the Verifax Regent 
Copier with three new features: electric 
timer, paper feeder, and Calrod heating 
element which distributes evenly the heat 
that controls activator temperature fo: 
uniform copies. This compact, portable 
machine copies practically any original up 
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copies 
electronically: 


automatically! 


THE ELECTRO-REX — left —revolutionizes stencil making. Insert type proofs, printed 
matter, clippings, drawings or pictures. While the drum rotates, every detail is faith- 


fully copied — electronically! The only ability required to produce a perfect stencil or 
offset plate is the ability to throw a switch! 


THE REX-ROTARY D-280 — right — gives true printing-press fidelity, 100% accurate 
printing-press registration for fill-ins and multi-colors. Fully automatic tone control 
of inking, rapid color changes — all without messy fingernails! No experience or skill 
required to operate, yet it turns out a professional printing job every time —at sub- 
stantial savings. Electric 


models as low as $485. -~ 
iO Sdoniw MEX-ROTARY 
for free demonstration. See us at the National Business Show — Booth No. 110 


Rex-Rotary Distributing Corporation + 387 Fourth Avenue, New York 1, N.Y. » MU 4-5405 
Please contact me regarding a free demonstration of (J) Electro-Rex () Rex-Rotary D-280 


Me ee ee ee 


For More Information Circle No. 233 





OUTSTANDING VALUES FOR EVERY MAILING DEPT.! 


sacle. Oe Pe ie 
nm ~ 
~ . 


-_ ~ 
¢ \ Ff \ 
Pa New PREMIER ‘7 jf New PREMIER ‘ 
A\vTO-OPENER | 


Auto FOLDER ) 
x. 


~ 





! 
\ 
\ 
\ 





automatic 
ENVELOPE 


Ayre rouvenC | | OPENER 
An unusual, new automa- 


tic envelope opener with 
high-cost features at bud- 
get price. 











Makes seven most popular 
folds in letters, invoices, 
circulars,and many others. 


INCLUDES FEATURES — 


@ Automatic Conveyor-Stacker @ Completely Automatic 
® Gravity Feed @ Fast & Economical 

@ All Electric Operation @ Space Miser 

@ Easy Adjustment ‘ ® Complete Safety 

@ Speedy Production @ All Electric > 

® Beautiful Finish © Attractive Finish 

@ Full Guarantee | ® Fully Guaranteed 


Budget priced $149 At the unmatched 49g 
at only 


low price of 
plus F.E.T. 








plus F.E.T. 


MARTIN YALE, INC. 
2100 W. Fulton St., Chicago 12, Illinois 


For More Information Circle No. 232 
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through the 8'2” x 11” size. Designed tor writer. Key top size, between-key spacing, 
all-around office use, the Regent is en- slope and overall dimension are the same. 
tirely self-contained. The top section is The Miracle Tab tabulator allows setting 
the printing unit, in which the matrix and clearing tap spots from the keyboard, 
sheet is exposed in contact with the instantly, wherever desired. This feature 
original. Below are compartments in 

which sheets of matrix paper and copy 

paper are stored, always instantly avail- 

able. Like the Verifax Signet, Bantam and 

Viscount copiers, the Regent can make 

five or-more clear copies from one matrix. 

List price for the Verifax Regent Copier 

is $240. For More Information Circle 

No. 132. 


PORTABLE TYPEWRITER 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N.Y., makes the Quiet-riter Eleven Port- 
able Typewriter with a standard 11” car- 
riage which can handle full-sized let- simplifies typing complicated lists. The 
terheads longways and can type a_ Eleven comes in four decorator colors: 
standard 10.3” line. It has a 44-key, 88- white sand, mist green, French gray and 
character keyboard, identical with the desert sage. For More Information Circle 
ee on the standard office type- No. 356 


YOU SAVE —— ee een ol 


h <a é LDP, LOOSE LEAF RINGS FASTENERS = 7) 
when you USC | = 


LOOSE LEAF - 
BINDER. SECTIONS 


LOOSE LEAF 


PRESTO 


> ’ 15 ri : 
ACCESSORIES CHARLES: LEONARD, % Munsbocturat of Stationery Specialties 


79-11 Cooper Avenue, Glendale 27, N. Y. 


For More Information Circle No. 365 





elali@®isigtis “_pemey Vevres secon LeTre® 
is]? F sie ” ” 


t 


tat 


ecce ee ee if ee eee ecleee eee 








—_—___ 


Identical replenishment cards, | eedle Sort eee 


forms to intersort, interfile with 
existing installations . . . 
e at savings 
e short deliveries 
e top quality 


the logical approach to fast, 
low-cost statistics . . . . the 
solution to sorting problems. . 

. for process or permanent 
records. 


2 


West BARTrORS Conn 


REPRESENTATIVES IN 
MOST MAJOR CITIES 





4 


fr |° 


For Info Circle 200 


a 





>jele 2 , , > > - ills 





For More Information Circle No. 200 





CONTINUOUS MEMO PAD 


Weckesser Co., 5711 Northwest High- 
way, Chicago 46, Ill., makes the Smart 
Alec continuous memo pad in which the 
paper can be wound and rewound on 
non-slip square cores by turning hand 
knobs. There is a holder for loose memo 
sheets and a mechanical pencil with holder. 
Low writing surface is at desk-top height 
for convenient use. Designed to eliminate memos. Made of sheet metal finished in 
confusion and loss of written notes and black and gray enamel. Model 57 (shown) 
sells for $5.95 
Model 57-X, with 
cranks that fold 
out of the knobs, 
is $7.95. For More 
Information Circle 
No. 136. 


HAND 
CLEANER 


Amodex Prod- 
ucts, Inc., 648 
Beechwood Ave., 
Bridgeport §, 
Conn., makes Am- 





























to a desk’ 


small investment—BIG RETURN 


BOSTON CHAMPION 
PORTABLE PENCIL SHARPENER 


4 DECORATIVE COLORS 
green-blue-sandtone-gray 


e@ less time wasted 
e better efficiency 
e less than 1%c a day for one year 
with long life ahead 
Send for free comprehensive report on sharp- 


eners, Booklet N. odex dye-neutraliz- 


C. HOWARD ing hand cleaner 
4 U NT BOSTON for quickly remov- 

PENCIL SHARPENERS ing all types of du- 
plicating ink and 


PEN CO., Camden 1, N.J. “x 
For More Information Circle No. 404 
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Everything 
Eye cau See! 


THERE ARE NO LIMITATIONS 


with NORD all electric 
PHOTOCOPY MACHINES! 


Nord copies every ink . . . every 
color . . . Nord photocopy ma- 
chines copy everything. With 
Nord you copy every document 
... every letter... every original 

. . every copy ... no limitations. 


Printed one side or two sides... 
on single sheets opaque or trans- 
lucent . . . directly from bound 
books . . . manuals . . . manu- 
scripts. Nord does every copy 
job. 
Nord gives you full range of copy 
papers .. . standard weights... 
white .. . colors . . . card stock 
. airmail weight . . . translu- 
cents... acetates... clear film 
. matte film . . . negative films. 


Rie pak : 

MANUFACTURING 
ele] Ie 

MINEOLA, L. I., N. Y. 


For More Information Circle No. 256 
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dye stains. It contains a neutralizing agent time in use. The chart indicates the per- 
which causes dye stains to disappear as centage of time utilized at every minute 
soon as it is rubbed into the hands. Con- of the day without the need for computa- 
tains no harsh, irritating chemicals and is tions. The Recorder is easily attached to 
lightly scented like a cosmetic hand lo- 

tion. Test results are said to show that 

the hand cleaner is safe for normal skin 

Packaged in a plastic squeeze bottle which 

dispenses a few drops at a time, Amodex 

is a creamy liquid which can be worked 

between the fingers, around the cuticle 

and under the nails. Because only a few 

drops of the new cleaner are required to 

remove most hand stains, Amodex is eco- 

nomical. Samples for in-use testing are 

available. Dealers inquiries invited. For 

More Information Circle No. 163. 


MACHINE USE RECORDER 


Gorrell & Gorrell, Westwood, N. J., an- 
nounces the Efficiency Recorder which pro- 
duces a chart showing when machine was any machine by a simple electrical con- 
in use, when it was idle, length of pro- nection or by non-marring adhesive tape 
ductive and idle time, and a continuous for recording by vibration. It can differ- 
graphic record showing percentage of entiate between an electric typewriter or 

















——_—— 


Time Will Tell... 


The old gentleman knows a good permanent record paper when he 
sees one. For the surest test of the value of such paper is TIME itself. 
Then, of course, comes the ability to take repeated erasures, re- 
writing and hard handling. 

It takes the finest of new white cotton fibers combined with skillful 
unhurried techniques in converting them into paper to produce those 
qualities, inherent in 


L. L. BROWN’S LINEN LEDGER 


Extra #1 
100°; new white cotton fiber 
This superior record paper has won its reputation on all counts in 


actual usage over the years in county and city offices where records 
must be enduring. 


L.L.BROWN PAPERS 


Ledgers, Bonds, Index, Bristols, Linens 
Since 1849 

















L.L. BROWN PAPER CO., ADAMS, MASS. 














For More Information Circle No. 385 
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My 


"1" 


This ADVANCED Calculator 


. I 
turns Days into Dollars 


Today's high-speed business demands the most 
get-ahead” 


advanced business techniques 


businessmen 
ute lalgemalehiie 


That's 


why 
on 
Monroe 


insist 
(ellatitelielay 
\OFellatlloliela mela: 
»f busine 


Advanced 
At this minute more 
at work on the desks 
than any other make. Today, 
Monro-Matic Calculators are being bought by 
top companies like these 


GOOD/YEAR fo 
For the greatest 


savings, choose 


MeLiMmeelehacliacteMaelatlieliol 


the world s 


e) 
(-) 

/ / 
bY -1- ial Mise t Bigelaal MONROE 


For More 
September, 1958 


ter CALCULATING 

ADDING ACCOUNTING 

DATA PROCESSING MACHINES 
Information Circle No. 247 

’ 

Pik Orr 








“A creative forms supplier 


strengthens our PS* team”’ 


says T. J. Forp, TABULATING MANAGER, Her Masesty UNDERWEAR COMPANY 


“Over 98% of the form writing in our order-invoice 
procedure is accomplished automatically ...at a 
great saving of time and cost. The system produces 
valuable management control reports. The docu- 
ments customers now get emphasize their profits in 
retailing our line; help promote sales. On this project 
and others, Standard Register, as a creative forms 
supplier, has contributed heavily to the success of 
our Paperwork Simplification program.” 

Work Simplification is a continuous “grass-roots” 
program in all phases of this business at Mauldin, 
S. C. In the paperwork team effort, Standard Regis- 
ter plays a specialist’s role — recognizing improve- 
ment possibilities and applying its know-how in 
forms and systems. The time, labor and money sav- 
ings so accomplished would be of interest to your 

company. Let us help you study such cost- 
reduction possibilities 


Write for this full story of mechanized rec- 
| ords-production with punched cards: order, 
, order summary, invoice, shipping summary, in- 

ventory record, quarterly sales analysis. Ask for 
PS. No. 48. 


Standard Register 
* 45) PAPERWORK SIMPLIFICATION 


Business Forms 


For More Information Circle No. 250 
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other machine running idle with motor on, 
and the same machine doing work. For 
More Information Circle No. 115. 


PHOTOCOPY DESK 


Ampto, Inc., Newton 6, N. J., offers the 
Model C Photocopy Desk which has two 
lightproof side cabinets with magnetic 
doors for protection of unexposed photo- 
copy negative and positive papers. There 
is a 16” x 30” work surface at the correct 
level for photocopy operation, and two 


11” x 16” areas to hold collating racks, 
etc. Each cabinet is 11” wide x 16” deep x 
16” high. The desk, which lists at $49.50, 
is of all metal construction, with legs 
which adjust automatically to compensate 
for floor unevenness. Finish is baked ham- 
mertone gray. For More Information 
Circle No. 123. 


DATA-TYPEWRITER TESTER 


Hanson-Gorrill-Brian, Inc., 85 Hazel 
St., Glen Cove, N. Y., makes the Data- 
Line Typewriter Tester which isolates and 
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FOR REALLY AUTOMATIC 


STAPLING 


use =Sfaplex 
the proven automatic 


Electric Stapler! 


& Where else can you get such immediate, con- 
tinuous return for so small an investment? 
Here's a thoroughly proven stapler 
that quickly pays for itself in time and money 
because it is completely automatic then 
Staplex goes right on putting savings in your 
pocket! 

*% In over 10 years proven performance in the 
field Staplex has broken records for every 
commercial and industrial application includ 
ing fastening material, bags, paper, records 
and others. It's the perfect companion piece 
for use with collators, photo-copiers, dupli- 
cators and other office time-savers 


electric 


& Staples instantaneously upon insertion of 
work perfect split-second stapling every 
time. No tiresome hand or foot controls 
both hands free to work with. Portable 
plugs in anywhere. Reloads in two seconds 

nothing to lift, turn or pull out. Simple, 
quick set accurate adjustment up to 41% 
in depth 


IN COLOR! Staplex is now available in 
Suntan, Mist Green, Dust Blue, Marine Grey, 
Coraltone (Pink) and Black 


. the fastest . 
easiest .. . savingest way to staple! 
THE Staplex COMPANY —~-——— 


775 Fifth Ave., Brooklyn 32, N.Y. 


Show me STAPLEX in action! 
Send me further information 


| 
| 
| 
i 
| 
| 
| 
| 





COMPANY 
ADDRESS__ —— 


¢ 


9-58 © 1958. The Staplex Company 


For More Information Circle No. 400 
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NO MORE 
CLUMSY 


..»NO MORE 
MESSY 
SPONGES... 


The invisible fingertip magic for 


HANDLING 
PAPERS 
FASTER! 


Easy to Use! Just apply to fingertips for 
greaseless, stainless, tacky film. Pick 
up papers quickly, easily. Speed of 
paper handling limited only by dex- 
terity of operator. 


Non-Allergic! Recommended by derma- 
tologists. Eliminates irritating rub- 
ber fingers and unsanitary sponges. 
Long lasting. Washes off easily. 


Widely Used! Thousands of businesses are 
finding SORTKWIK an essential 
aid to speed up sorting, counting, 
filing, posting. 


Try it and see why. You'll never be without it. 
At your stat 
$1.00 for 7 
OFFER of t 


iar Size 


Only 50ceach Sw 
LEE PRODUCTS COMPANY 


Dep't. O-9, 2736 Lyndale Av. S, Minneapolis 8 
Minnesota 
For More Information Circle No. 403 
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identifies operating malfunctions that man 
ual, low speed testing will not reveal. It 
also eliminates the expense of operating 
an entire data system to repair a type- 
writer, and positively determines whether 
the typewriter or other system components 
are faulty. The tester automatically oper- 
ates each keyboard solenoid electrically in 
a pre-determined sequence. Malfunctions 
and momentary hang-ups are readily 
isolated and identified by comparing the 
printed test record with a master record. 
Connecting may be ordered for 
any type or model of solenoid operated 
typewriter including the IBM Input - Out- 
put Writer and Underwood Servotyper. 
For More Information Circle No. 451. 


Ca bles 


CHECKWRITER 


Applied Research Corp., Box 1316, 
Erie, Pa., offers the Perma-Print check 
protector which prints the amount clearly 
and permanently in one operation on any 
size check. The read di- 
rectly through Ma- 
chine is constructed of durable plastic in 


amount set Is 


indicator windows 


choice of beige; fits into 


black 


green, 
drawer. 
printing. Re-inking furnished 
with each machine which is uncondition 
ally guaranteed one year and sells for only 
$29.50. For literature containing fact: 
about check frauds, Circle No. 157. 


gray oO! 
Choice of red or 
supply ts 


a desk 
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ORIGINATORS OF THE SPIRIT PROCESS 


PORTABLE SPIRIT DUPLICATOR 


As dependable and personal as your portable typewriter— 
and just as easy to carry—the Piccolo combines the best fea- 
tures of larger, more expensive spirit duplicators at a price 
even small businesses can afford. Check these advantages: 
e Unusually brilliant copies e Uses any spirit carbon or fluid 

® Rugged construction ® Copy size to 9” x 13” 


® Nothing to get out of order ® One turn of handle per copy 
© Upto 5 colors at one time 


Write us for dealer nearest you. 


)EALERS : Available in almos A well-made, effi- 7 
- “ity in 2 ru. S ' cient spirit dupli- ° 5o oO 
inti eo . cator at the sensa- 
a non-exclusive basis. tionally jow price — plus federal excise tax 
Oe Optional addressing device $5 


COPY-CRAFT inc. 
Dept. F-10, 105 Chambers St., New York 7, N. Y. © BArclay 7-4150 
CARBON PAPER ANO RIBBONS OUPLICATING. PHOT PYING AND SYSTEMS MACHINES AND 


For More Information Circle No. 245 
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BUSINESS COURSE 


"itis 


“AF 
Cc X 
( ¥ 


/ 
——$ 4+ 
S 


A 


\/ 
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ELECTRONIC COMPUTERS 
ARE HERE 


Learn to apply them 


Electronic Computers require new 
systems and procedures. 


Electronic Computers require a new 
look at established practices. 


Electronic Computers require trained 
personnel at all levels. 


Electronic Computer programming and 
applications can be studied on the job 
or at home with a 


HOME STUDY COURSE 

designed for 

inexperienced people, developed by 

Business Computer Experts. 

A practical Workshop Approach. 
Write for Free Brochures: 


BUSINESS ELECTRONICS 
INC. 
Computer Dept 
\ 420 MARKET STREET 
SAN FRANCISCO, CALIF. 


For More Information Circle No. 391 





Men live without 
air for a few minutes; 


AMIEL re ca can 
i ummnsieemtaeatenail without water for about 


two weeks; without food for about two 
months...and without a NEW THOUGHT 
the the 
read or write, for years on end! Write for 
Marks of a Useful Report. 
Address: SYSTEMATION, Dept. A-198, 
P.O. Box 800, Tulsa 1, Oklahoma. 


about usefulness of reports they 


free booklet 7 





For More Information Circle No. 392 


AUTOMATIC TYPEWRITER 
American Automatic Typewriter Co., 
23 N. Pulaski Road, Chicago 39, IIl., 
makes the 50-paragraph Selector Auto- 
typist, Model 5650, which combines wide 
versatility with compactness. The cabinet 
has the same dimensions as the 30 push- 
button machine, Model 5630: 30” wide, 


23 


33” deep and 38” high. Total capacity of 
the record roll is 250 lines or 17,500 char- 
Any combination of paragraph 
lengths can be used as long as total does 
not 250 lines. Any of up to 50 
paragraphs are selected on the push-button 
control panel. For More Information Cir- 
cle No. 153. 


acters. 


exceed 


OFFSET WASH-UP SHEETS 


Direct Plate & Sup- 
ply Co., 


geles 22, 


Image Aluminum 
5829 E. Beverly Blvd., Los An- 
Calif., makes Speedy Mat clean- 
up sheets for cleaning the ink rollers on 
offset duplicators without removing the 
rollers. This reduces wash-up time and is 
said to prolong roller life. The two-sided 
Speedy-Mats have added wet strength and 
are made for Multilith 1250 
rated and pin-bar), A. B. Dick 
15 and Davidson offset duplicators 
More Information Circle No. 158. 


(ser- 
ATF- 
For 


series 


350, 
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SPACEFINDER FILES... 


..- HAVE PROVEN, in hundreds of offices, that they can 


SAVE YOU 50% or more in filing time, space and money! 
_ 


ONLY SPACEFINDERS... 


offer you these 
exclusive advantages. 


Welded cabinet of Spacefinder is de- 

i signed specifically for MAXIMUM 

FILING EFFICIENCY. It is not an adap- 
tation of shelving! 


Spacefinders are complete and ready 

to use. When you move or change 
your department, you can MOVE THIS 
RUGGED FILE WITH CONTENTS 
INTACT! 

Optional doors give DUST, DIRT 

and FIRE PROTECTION, serve as 
handy pull-out work shelves, and can be 
provided with locks. 








mn 


@ Note visibility and availability of thousands of records. 


bie sie 
Spacefinders are an appearance asset to any 
office —available in a wide range of sizes. 


Send today to Tab Products Co., 995 Market 

Street, San Francisco 3, for 24-page brochure, "7" Fa ES 
and name of our local representative for skilled 

help in showing you how to save filing time, rPmonpwvoTtse co, 
space and money. 


For More Information Circle No. 291 
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“a y-reproduction’ 


al with low-cost 


"HU LITE 22 tas... 


Designed for cameras up to and in- 
cluding 17” size. Can also be used in 
double or even triple-deck for larger 
camera installations. Completely auto- 
matic, steady, even light...no sputter 
...no bounce. Take advantage of 30- 


Day Free Trial Offer. 
Write for bulletin 600B. $2980 





PER PAIR 


C9: 3 <-> company, inc. 
r ® General Office and Factory: 
824 So. Western Ave., Chicago 172, Ill. 


Eastern Sales and Service: 215 Fourth Avenue, New York, WN. Y. 
For More Information Circle No. 235 
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ELECTRONIC COUNTER capacity is 1,000,000. When used as a 


Standard Instrument Corp., 657 Broad- predetermining counter, the desired num- 
way, New York 12, N. Y., makes the ber Is set by turning selector knobs. When 
lally-Count, a predetermining electronic this pre-set count is reached, it closes re- 
counter that automatically controls any 
industrial process involving high-speed 
counting, such as_ batching, machine 
cycling, sorting, materials handling, pack- 
aging and unit flow at speeds higher than 
100 a second. Electronic counters have 
no moving parts, no friction, accuracy at 
high speeds, and trouble-free operation 
into billions of counts. Individual plug- 
in decades simplify maintenance, per- 
mit user to expand from a two-decade to 
a three- or four-decade counter with no 
wiring change. Power supply is also a 
plug-in unit. Tally-Count may be actu- 
ated by relay, photoelectric control, micro- 
switch or a toggle switch. Counting ca- Jay contacts to operate any external de- 
pacity of a four-decade Tally-Count (used vice and/or a mechanical register (batch 
as a predetermining counter) is 10,000. As counter). It will simultaneously reset to 
a totalizing counter, with four decades and zero and repeat its counting function in- 
four-digit mechanical register, counting definitely without loss of count. A toggle 


] @ INDIVIDUAL PLUG.iN DECADE 
H > 


FILE GUIDES and FOLDERS 
for OPEN SHELF filtin 
ere 


. ae a ie 
Designed to fit 
various types 
of open filing units 











ble “ th tern 1 digit 


nun iphabet 








ing. Tell us your requirements 


supply the 


THE SMEAD MANUFACTURING CO 
Hastings, Minnesota 


P . 7 


SMEAD MANUFACTURING CO., INC. 


HASTINGS, MINN. . LOGAN, OHIO 


For More Information Circle 
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MAXIMUM SECURITY at 


THE FORD motor company 
with TELKEE, the Modern 
System of positive Key Control! 


At Ford’s new Sharonville, Ohio plant —and at 
dozens of other Ford plants across the country— 
TELKEE Systems assure constant, fool-proof 
control over the keys to every lock. TELKEE 
keeps keys in authorized hands; eliminates prob- 
lems of lost keys; cuts costs of replacement locks 
and keys. 

Available in capacities from 21 to 2240 key 
changes, there’s a TELKEE System to fit your 
slant, building or office. Write today for "The Key 

o The Whole Thing” 


P. O. MOORE, INC. 


The MOORE KEY CONTROL System 


“ GLEN RIDDLE 6, PENNSYLVANIA 
For More Information Circle No. 383 


Buy Direct from Manufacturer 


eRubber Stamps__ e Self-Inkers 
e Steel Stamps e Stencils 

e Special Band Stamps 

e industrial Inks eDaters 

e Inspection Stamps 

e Price Marking Stamps 

e Bakelite Signs e Numberers 
e Hand Printing Press 

e Inter-changeable Rubber Type 
e Engraved Deep-Kut Stamps 

e Electric Time Stamps 


Shipped on Day of Receipt of Order 
invoiced Monthly e Catalog on Request 
NO STATIONERS OR DEALERS, PLEASE! 


KRENGEL MFG. CO., INC. 
227 Fulton St., New York 7, N.Y. Tel. COrtiand 7-5714 


For More Information Circle No. 384 


296 





| Clifton, N. J., 





switch permits lock-in of control relay. 
Release may then be effected manually 
at the instrument panel, or automatically 
from a remote point. A 3-decade Tally- 
Count is $295. Individual decades are 
$50. Electro-mechanical register is $18 
additional, installed. For 14-page Tally- 
Count brochure, specifications and wiring 
diagrams, Circle No. 175. 


CHAIR MATS 


Ace Lite Step Co., 1708 S. State St., 
Chicago 16, Ill., offers chair mats in 36” 
x 48” round and 36” x 46” rectangular 
style in four rich colors to match most 
office color plans: marbleized walnut, gray, 
priced at $27.50 east of 


oie) 


the Rockies. In addition, 22 other color 


green and beige, 


variations will be available at a 10% high 
er price. Mats are thick with bev 
elled edge. The under-side is backed with 
nylon-reinforced rubber to provide strong 
friction to floor or rug and _ prevent 
creeping. Five to eight years of service is 
expected from a mat which weighs 20 Ibs., 
individually cartoned. For More Informa- 
tion Circle No. 152. 


PARALLEL RULER 


Eldorado Products Co., 1235 Main Ave., 
announces the Eldorado 


Parallel Liner, a precise automatic ruling 


| device for drawing parallel and equidistant 


lines. Spacings between lines are obtained 
automatically by setting an indicator to 
any of 11 desired distances marked on an 
indicator disk. Unlimited additional spac- 
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Makes < 
folding ‘@.. 
fast & easy! 7 2h il 


te standard typewriter! 
This small, light folding machine does away 

with the drudgery of hand folding and interruptions 

to office routines—soon pays for itself with only 

occasional use. 
The Pitney-Bowes FH, with semi-automatic 

feed, double-folds up to 80 letter sheets a minute. 

(With fully automatic feed, at slight extra cost, it is 

even faster.) Makes eight different folds. Set it for 

fold widths wanted by merely moving two knobs. 

Takes most standard weights and finishes of paper, 

from 3 by 3 up to 8 by 14 inches. It even folds 

sheets stapled together! Can be used by anybody, 

and costs less than a standard typewriter. we! ‘ 


~ 


Call the nearest Pitney-Bowes office for a S 
demonstration. Or send coupon for free 
Ulustrated booklet. 


The larger model FM, 
fully automatic, can 
fold up to 19,000 


sheets an hour. 


FREE: Handy desk or wall chart of new postal 


rates with parcel post map and zone fixder. 
ITNEY-BOWES 
‘olding & Inserting Machines 


= Pp 
Oy 


Made by the originator of the postage meter... offices in 107 cities. 


For More Information Circle No. 398 


=——_— = eS ee ee eee ee 
NEW! PB’s 3300-FH [ PitNey-Bowes, INC. l 


combined folder-inserter | 3410 Walnut St., Stamford, Conn. 

folds and stuffs 500 bills, Send free booklet on PB folding and | 
letters, etc. in envelopes inserting machines; (] Postal Rate Chart 

in 8 minutes! By itself | 
the 3300 hooks onto any Name 
PB folder, or can serve 


Address 
as an inserter alone. 











Vibrating 


ENVELOPE 
JOGGERS 


prepare mail 
for faster 
damage - free opening 


SYNTRON Envelope Joggers are ideal for 
many office duties. Their 3600 controllable vi- 
brations per minute quickly loosen and shake 
down contents of envelopes so manual or auto- 
matic letter opener can be used for faster trim- 
ming without damage to contents. They can be 
used to align scrambled stacks of checks, time 
cards, job tickets, punch cards, speed assembly 
of manuals, etc. They save time and reduce 
losses. 

Built for long, dependable, maintenance- 
free service. Available as table deck, divided 
deck or bin type joggers. 


Write for complete catalog —— FREE 


SYNTRON COMPANY 


715 Lexington Ave. Homer City, Penna. 
For More Information Circle No. 386 


228 


ings are available by in-between settings. 
Not only are equidistant lines set auto- 
matically, but angles from 0° to 45° can 
be used. The advancement of the lines 
is made by depressing a push-button on 
the small gear box. The Parallel Liner 
comes in two sizes: 12” ruler is $13.95; 
19” ruler, $19.95. For More Information 
Circle No. 186. 


COLORED BALLPEN SET 


Scotty Engineering Co., 8 Minna St., 
San Francisco 5, Calif., offers an Artists’ 
Sketch Set of ballpoint pens which retails 
for $3.50 and consists of an attractive 
plastic carrying case of eight Scotty Pens 


each with a different colored barrel indi 
cating the color of the ink in the pen. The 
colors are blue, black, red, green, purple, 
turquoise, brown and gold. The plastic 
cases can be specially imprinted. Sample 
sets are available for $1.75 each. For More 
Information Circle No. 139. 


RULER-PUNCH 


Rul-R-Punch Mfg. Co., 19361 Sher 
wood Ave., Detroit 34, Mich., makes the 
Rul-R-Punch, a ruler which punches pa- 
pers to fit three or two-ring binders. It is 
an easy-to-read, 12” plastic ruler with at- 
tached punch clips which punch holes 
cleanly and correctly to fit binders. The 
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All purpose 
Model, 
widely used 


SPIRIT DUPLIGATORS Copies up to 


9” x 14 
or 17” x 14” 


* 20 hand or electric modeis 


* Systems machines for every type 
of selective reproduction 


* General duplicating, incituding 
endless copies 


* All Banda models reproduce upto 
7 colours in one operation 
For all sizes of ae) te 
“Endiess", ic. 17” t 
length. 


DISTRIBUTION AND SERVICE IN 
92 COUNTRIES OF THE WORLD 


MODEL 170SYMM 


The fastest selective duplicator, 

Electric sit-down model, for reproducing one or more lines 

billing routines and similar simultaneously with headings, as 
applications well as complete copies 


~ ‘ 
aA) business machines and systems 
rt: a ‘ 


=j Reoleot @.w-\ ia) — t-te) i ia) 


Head Office: BANDA HOUSE, CAMBRIDGE GROVE, HAMMERSMITH, LONDON, W.6. 
Telephone: RiVerside 4121 (20 lines Cables: Blocander, London. 
ole distributors in Canoda: Block & Anderson (Canada) Limited. 
Sole distributors in South Africa: Block & Anderson (South Africa) Limited. 
24 branches in the U.K 


For More Information Circle No. 354 
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AUTOGRAPHIC 
REGISTERS 


The NEW 58KB Portable Autographic 
Register holds up to 100 sets® of tripli- 
cate forms using either cut or roll type 
carbon. 


*Depending on thickness of paper. 


Available in three case sizes. 


Holds forms + Holds forms 4 5/16” to Holds forms 61%.” or 
4 5/16” wide . 5 5%," wide . . . up to © 8," wide... up to 
to 7” long. 8,” long. 8" long. 


The 58KB Register will issue forms with %6” or 
33” diameter holes and tear offs ranging from 
38” to %«6”. (Measured from top of holes to 
perforation ). 

The 58KB portable is equipped with 


an avtomatic file drawer that pops 
out when mechanism is actuated. 


The 58KB portable has the pencil 
push type mechanism .. . an ex- 
clusive K & B feature that provides 
more positive form alignment. 


The 58KB portable has four rubber 
: feet to protect against scratching or 
scuffing of desk tops, counters, etc. 


K & B Registers are sold exclusively through con- 
tinuous form printers. Write your forms source 
for prices and information. 


Oldest and Largest Manufacturer of Autographic Registers 


KRAUTH & BENNINGHOFEN 


HAMILTON, OHIO 
OUR 75th ANNIVERSARY 


For More Information Circle No. 311 
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back edge has handy holes which fit rings 
of any binder allowing it to be kept and 
used within the binder. The ruler itself is 
accurate and lightweight. The punch clips 








are finest spring steel. Available in both 
three-hole and two-hole models, the Rul- 
R-Punch can be imprinted. Retail price of 
49c is suggested. For More Information 
Circle No. 140. 


FILE TRAY 


Hollywood Plastic Arts, Inc., 515 East 
9th St., Los Angeles 15, Calif., makes the 


Duro Tote Box No. 620 which is used 
to hold records on the desk before and 
during processing, and on shelves 


after 





processing. Made of U. S. Royalite rub- 
berized plastic, light in weight and formed 
in one piece with no sharp edges. It will 
not chip, break or crack under normal 
use; nor mar desk or table tops. United 
Parcel Service uses the boxes to file rec- 
ords by the week. For More Information 
Circle No. 120. 
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5 WAY 


PRESENTATION EASEL 




























PEP UP YOUR 

PRESENTATION ... 
. with this 

lightweight 

aluminum portable 

easel. Rigidly 

supported on four 

legs. Arlington's | 

easel combines | 


easel os chalkboard 
@ Poper Pad Presentations @ Blackboard Cholktalks 


beauty and utility. 
@ Flip Chart Presentations @ Card Chart Speeches 


@ Point-of-Purchase Posters 


ONLY $4250 


Send for free literature 


ARLINGTON 


ALUMINUM COMPANY 
19007 W. Davison ° Detroit 23, Michigan 


For More Information Circle No. 394 


231 











SELF-ADHESIVE LABELS 


Tape & Label Co., 521 N. La 
Angeles 36, Calif., makes 
stock labels which 


Popetial beuveer) RY! 


PeeCee 
Brea Ave., Los 
an extensive line of 


5 
SDELIVER | WANDLE CAREFULLY 
Vue DELIVER) CARE 
> PLEASE! )\ 
EXPeuiTe) @00NOr (OLD) | 


INVOICE 


(paceussup) (TCT 
ree COO ee 


pro? 











and 
Designs are 


ee 
come on flat sheets adhere without 


ree 
moistening. available for 


ores 
most business uses including office, ship- 


Adjustable OPNWINBQ, metal tabs make 
it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 


able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 

If not available from your dealer, write to 


CHARLES C. SMITH, INC. 


For more than 60 years, a complete line 
of time-saving signals and indexes 
SEE OUR EXHiBIT—B8 TH M23 
EA. CONVENTION NRAD HILTON HOTEL, CHICAG 


For More Information Circle No. 426 


merchan- 
labels in 


ping, industrial, instructional, 
dising and promotional. Blank 
a wide variety of sizes and shapes are easy 
to mark or type on. For 
chure showing the labels in 
containing specifications and prices, Circle 
No. 190. 


a catalog bro- 


color, and 


RULING PEN 
Clover House Dept., Box 1107, Santa 
Monica, Calif. makes a draftsman’s pen 
that fills itself at the touch of a button, 
with no ink on the outside of the nib. 
This has been made possible by a new 


cartridge 
§5.000 ot 


design The 
is said to hold ink for 
ruled lines. The draftsman fills the pen 
by pushing the button with his thumb 
When exhausted, the cartridge can be re 
placed in a matter of seconds. $5.95. For 
More Information Circle No. 104 


cartridge-loading 





..-they eliminate 


guesswork in selecting help 


At last... brief, easy to administer and 
grade aptitude tests for Small or me- 
dium businesses. Perfected by nation- 
ally known psychologists . . assure ac- 
curate, scientific employee selection 

reduce costly job-training. Introductory 
Set of 8 classifications—$10.00, postpaid 
—MONEY BACK GUARANTEE 
Send trial order now or write for FREE literature. 


APTITEST 31 South Carpenter Ave 











Indiana, Pa 
For More Information Circle No. 427 
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Vari-Typer, with its 
instantly changeable type, 


2 
Vari - ip eT in limitless combinations 
of styles, sizes and 
2 spacings, provides low- 


cost office composition for 
forms, bulletins, reports, 


price sheets and other vital 
printing and duplicating needs. 


This 


a \ as OE duplicating w 


Vari- 


Typed \ Bs Se se 
Headlines by \ =o process 


Headliner i 


A SUBSIDIARY OF 


ADDRESSOGRAPH-MULTIGRAPH CORPOR 


COMPANY 


LOOKS LIKE ADDRESS 
City ¥... ee 
Webigiiiiiae For Full Information, Fill in and Mail t 


TM’ de VARI-TYPER CORPORATION 
720 FRELINGHUYSEN AVENUE, NEWARK 12, N.J. 


; For More Information Circle No. 315 
Pune Orrice—September, 1958 











SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 














JON 


21 WEST STREET, NEW YORK 6, N. Y. 














TELEPHONE HANOVER 2-5425 





More Information Circle No. 244 








TRIANGLE — 


Alvin & Co., Windsor, Conn., has de- 
signed a serviceable Triple-Angle triangle 
which utilizes the functions of three tri- 
angles (45°/90° and 30°/60°) and built-in 
slot guides for 4%”, 44”, 3/16” and %' 
lettering, for use where limited equipment 


is required. Made from dimensionally 
stable, 100% transparent acrylic 0.100” 
Plexiglas. Equipped with a convenient lift- 
ing knob for quick manipulation. Supplied 
in polyethylene protective wrap, in- 
dividually boxed. The 8” size is $2.75; 10”, 
$3. Also in fluorescent acrylic plastic: 8”, 
$3; 10”, $3.25. For More Information 
Circle No. 145. 





SADDLE STITCHER 


Macey Co., 5350 West 130th St., Cleve- 
land 30, Ohio, announces that the Macey 
Stitch-A-Fold portable saddle © stitcher, 
which stitches single sheets or flat sig- 
natures in the center of the book and 
makes the last fold automatically, can 
now be attached directly to a folding ma- 
chine. Previously it could be operated 
separately or attached only to a Macey 
collator. Attaching the Stitch-A-Fold to a 
folder permits saddle-stitched booklets with 
self-covers to be produced in one opera- 
tion. The operator of the folder controls 
both units automatically. Over 5000 books 
per hour can be produced in sizes from | 
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FREE!—Handy Informational 
Booklets on MULTI-RITE 
“one write” Pegboard Systems 


learn how 
you can 
prepare 
PAYROLLS, 
RECEIVABLES, 
PAYABLES 
in as little 
as 4 the 
usual time 


you 
write 

~ only 

‘once 


Just off our presses, here are eight 
illustrated booklets with complete de- 
tails on 22 time-tested “one write” sys- 
tems designed to save time, improve 
control and cut record keeping costs. 


Each is jam-packed with ideas appli- 
cable to nearly every type of business 
. plus an all new brochure on peg: 
strip data processing. Check items of 
interest and attach to your letterhead. 


[] Payroll Systems Accounts Re- 
ceivable [] Accounts Payable [] Time 
Payments [] Drs. Systems [] Hospital 
Systems [] Insurance Systems [] Peg: 
Strip Systems. 


THE C. E. SHEPPARD CO. 
44-03 2st St., Long Island City I, N. Y. 





For More Information Circle No. 428 











CONTINUOUS FORMS, inc. 





TEmple 1-9080 — 4490 Cass, Detroit, Mich. 


4. 
Key, 12 nour 


hE 
{) SERVICE 
* CUSTOM FORMS 


@ Continuous Checks 
@ Full Body Imprints 


Headings & Vertical Rules 
Crash Imprinting 
Continuous Offset Mats 


Silver Outs & Overprinting 


Representatives in Principal Cities 
For More Information Circle No. 432 
Scggest 


“Time! 


The small _invest- 
ment in a PIONEER 
PAPER DRILL is 
soon repaid and 
then goes on mak- 
ing money for you 
E instead of someone 

else. Eliminates costly time-consuming ‘'farm- 

ing-out."' 

You pay for a PIONEER whether you buy one 

or not 

Anyone can operate. A production machine with 

such quick set-up that short runs are a special 

delight. Accessories for cornering, slotting and 

slitting. 

Send for Literature Now. 


Do You Have 
“DESK- 
SHELF 
MESS?” 








clean it up with a 


VISO-DESKPLATE 


Be rid of dirty, taped and 
torn sheets on your desk 
shelf! The new heavy 
gauge plastic Viso- 
Deskplate keeps calen- 
dars, schedules, phone 
lists neat and clean. 
Crystal clear—smooth 
to write on—unbreakable. 
Dirt or ink spots easily 
wiped off. Self-sealing 
hinge— just lift front edge 
to change material. Stand- 
ard size 12144” x 15”—special sizes on request. 


ORDER TODAY—SATISFACTION GUAPANTEED 


If your stationer does not have Viso-eskplate, 
we ship postpaid for check with order (or open 
account to rated companies 


One for $2.95 Six for $16.80 Twelve for $31.85 
Send dealer's name with order. Literature and sample on request. 


D.C. HEY CO., Inc. * Dept. 0, 2110 Nicollet Ave., Mpls. 4, Minn. 








For More Information Circle No. 434 


ZIP-O-RITER 


Addresses Directly 
from Card 
Files 


Writes 

Headings On 

Work Sheets 

Accounting & 

Tabulating 

Forms 

INDISPENSABLE FOR 

MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 


For More Information Circle No. 435 


THe 


PIONEER 


1130 NEBRASKA * TOLEDO 7, OHIO 


More Information Circle No. 433 
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3A" x 5%" to 84" x11". The Stitch- tives in two directions wtih an accuracy 
A-Fold can be placed at any bank on the of .002” and with speed and flexibility. 
folding machine for books of 8, 16, 32 or The principle of the Bar-Plate machine 
64 pages. Its portability allows position- 


a 


_ ll 1 ss Spe 
ing and set up in less than five minutes 
on most folding machines, and it can be 
rolled away for storage between jobs. For 
More Information Circle No. 113. 


STEP & REPEAT MACHINE 


Bar-Plate Mfg. Co., Boston Post Road, 
Orange, Conn., makes Bar-Plate Micro- is such that even a day, month, or yeat 
Perfect Step & Repeat Machines which later reproductions can still be obtained 
will step plates, negatives and autoposi- to an accuracy of .002”. Micro-Perfect 


YOU SAVE 2/3 ON COLLATING COSTS 


Prove It In Your Own Business At Our Expense 





Built of sturdy, light aluminum, Evans Gathering Rack (18 
sections holding 500 sheets each) fractures collating time, 
improves morale. Folds compactly, rubber mounted. Com- 
plete with exclusive Speedy Jogger to neatly increase speed. 
$35.00. Send no money for free postpaid 10-day trial. 


“Evans aids to efficient office operation” 
EVANS SPECIALTY COMPANY, Inc. 
P. O. Box 8128-0  rdatailelale Mm Alas alle! 
For More Information Circle No. 393 
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Your desk top 


personal secretary 


~ DOUBLE-DUTY 
DESK CALENDAR PADS 
... for EVERY desk in every office 


Here’s an indispensable help for busy 

people who can profit by a perma- 

nent, visual record of daily trans- 

actions, appointments, expenses and 

personal business notes. 

12-month, full-size desk 
made in convenient 


It’s the new, 
calendar pad, 
size (1744" x 2214"), attractively de- 
signed and produced. Twenty-four 
pages to a pad (one duplicate for 
each month hidden from view to in- 
sure privacy) are printed in soft 
brown to match the luxurious-looking 
leatherette binding and corners. 
Desk calendar pads are available at your stationer 
for just $3.50 each—or you can order them direct 
by using the coupon below. For quantity orders, for 
use in your own offices or as business gifts, we 
recommend imprinting your pads with your own 
message. Details and prices on request 


AVAILABLE FROM YOUR 
STATIONERY DEALER, OR: 


BH DOOLITTLE & Co., INC. 
320 N. Dearborn St., Chicago 10, Ill. 
Please send me Desk Calendar Pads 
for myself and my staff. Enclosed payment of 


$ 
B signed 
| Company 
B city & State 


Ph ce om fas ee es es es 
For More Information Circle No. 424 


238 


Step & Repeat Machines are available in 
four sizes: 20” x 24”, 30” x 40”, 46” x 54” 
and 50” x 70”. The method used is a pre- 
cise glass chase (<= 1 minute) that holds 
the The positioning is accom- 
plished by three cross lines on the chase. 
The movement of the chase is manual. 
The chase is held in place against two 
straightedges on its indexed sides and by 
vacuum pressure on the other two 
Each straightedge is held securely 

sition by the T-slide locating pin. 
straightedge has a _ corresponding 
in the center that slips over the 

pin. The T-slide over the T-bar 
and locks in any position. Any 
person can be trained hour to 
step up work with an accuracy of =.002”. 
For More Information Circle No. 187. 


negative. 


sides. 
in po- 

The 
hole 
-slide 
moves 
desired 
in one 


EYEGLASS CLEANER 


Woodlets, Inc., 2048 Niagara St., Buf- 
falo 7, N. Y., makes Ozicote eyeglass 
cleaner in a pocket size spray dispenser 


which provides 250 measured applications. 


Ozicote makes lenses optically clear, fills 
microscopic surface scratches and leaves 
a protective silicone film on the lens. Re- 
tails at $1. For More Information Circle 
No. 446. 
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HEAVY MACHINE WASHER 


Wilhelm Dreusicke & Co., K.G., Lut- 
zowstr. 3, Berlin W 35, Germany, makes 
the Drego Senior washing machine for 
cleaning heavy bookkeeping machines, 
cash registers, etc. Machines are placed on 
carriage which moves on rails leading to 


There are 
swivel- 


a turntable inside the machine. 
eight variable spray nozzles and 
ling nozzle for manual operation. The 
Drego high capacity electric blower dries 
machines after washing. The blower is 
protected against explosions and equipped 
with two tubes. For More Information 
Circle No. 107. 


(7? INSTANT 7 


PLASTIC LAMINATION ; 


Clear Plastic sheets bind to each other—sealing 
any flat object in between. No machines, heat or 
other treating required. Guaranteed to protect 
against moisture, tearing, soiling, etc. Lasts in- 
definitely . . . will not discolor, harden or crack 
AVAILABLE IN VARIOUS SIZES. WRITE FOR 
FREE BROCHURE. Dept. A-9 
PLAIN-VU, CARR CORP. 
3407 Prospect, Cleveland 15, Ohio 
For More Information Circle No. 395 

1958 
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TYPING 
PRODUCTION* 


oe yselle 
PULLOUT Style 


Pre-aligned carbons and second sheets 
for typewritten copies. 


H% Huron Copysette’s pre-aliqned method increases 
production of copies and provides 
copies of uniform legibility More copies are 
produced per day ot a lower cost per copy be- 
couse HURON COPYSETTE gives the stenographer 
more time for typing by reducing preparation time 
Each second sheet carries its own fresh carbon for 
copies are 


typewritten 


sharper, more readable copies 
cleaner, too! 


STATIONERS ... we invite your 


inquiries. 


Please send to me without obligation free samples 
of HURON COPYSETTE. 9 


Name 
Company 
Street 


City Zone state 


PORT HURON SULPHITE & PAPER (O., PORT HURON, MICH 


For More Information Circle No. 397 





NEVER BEFORE SO SAFE, SO 
SURE A WAY T0 KEEP 
CONFIDENTIAL PAPERS — 


Keep your confidential papers 
and records from the prying eyes 
of unauthorized persons by 
quick, easy destruction right in 
your own office with the 
SHREDMASTER Bantam 10, Any- 
one can operate. Just drop papers 
in and unreadable shreds come 
out. Exclusive gravity feed pro- 
vides quicker shredding. Gives 
greater capacity by shredding 
multiple thicknesses of paper. 
Handsome, modern design and 
clean, noise free operation suit- 
able to any office. Yours at a new 


YOUR PAPERS 
GO IN HERE. 





Pan POI 
25 
v 


Manufacturers of the Clipper 14, only heavier duty shre 
Sales and Service in principal cities in U. 


For More Information 


Circie No. 


low price. 


FREE: Illustrated descriptive 
folder giving details of 10 Day 
Free Trial. Just write today to 
Room 1430, 
75 Varick Street, 
New York 13, N. Y. 
and ask for Cireular 53. 


SHREDMASTER 


CORPORATION 


A Division of 
Self Winding Clock Company, Inc, 
ne machine suitable for office 


mdi 
S. and Canada, 
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Duplicators and Supplies 


Heyer Corp., 1821 S. Kostner 
Chicago 23, Ill., announces that their 55 
years of duplicator manufacturing, im 
provements in spirit, gelatin and _ stencil 
equipment, and new merchandise that 
makes professional copy preparation easy 
for all duplicating processes, are keynotes 
of their 55th anniversary catalog dedicated 
ta the memory of the late T. A. Heyer, 
founder and president of the company for 
5S years. Each process and product line is 


ee EE 


HST VLG migm vwacvue 


w eeice 


Hoyer 


n separate sections of the book, quickly 
reached by die-cut index tabs. The index 
page presents a brief explanation of each 
process, aligned with the index tabs. A 
ten-page section displays Conqueror spirit 
duplicators and the complete line of spirit 
duplicating supplies. There are two pages 
on the Heyer Portable Addresser, Portable 
Printer, Dupli-Kit and supplies. Stencil 
duplicators and supplies occupy eight 
pages, followed by five pages of gelatin 
duplicators and supplies. New with this 
issue is a section of Heyer All-Purpose art 
supplies, featuring the new Superscope, 
Clearoscope, lettering guides and pens, styli, 
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Ave., 


shading plates, cartoon and idea books 
and other items that can be inter- 
changeably for all processes. A final sec- 
tion illustrates and describes the new 
Heyer line of desk, door, wall and hanging 
signs, and introduces the Heyer rural mail- 
box sign. The three-color back cover 
illustrates the Trend Cabinet which has 
many uses in addition to being a duplicator 
stand and cabinet. For a copy of this useful 
duplicating catalog, Circle No. 170. 


used 


Data Transmitter-Receiver 

Teletype Corp., Dept. T.0.2, 4100 W 
Fullerton, Chicago 39, Ill., has published 
a 16-page, fully illustrated brochure de 
scribing the new Teletype Model 28 Auto- 
matic Send-Receive Set, a packaged unit 
combining a complete array of facilities 
into a single compact console. Contents 


SO KRCHIVE geey 


include information on: automatic com- 
munications, new transmission speed, tape 
punching, tape reading, by-product tapes, 
printing on tape, printing on forms, data 
processing, data transmission, data storage. 
aids to IDP, robot brain, reducing clerical 
lag, etc. For the booklet, Circle No. 447. 
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See how ese 
AT THE 
SAME OLD STAND 
ROOM 612-A 
NSOEA 
CONVENTION 
CHICAGO 


autoMA 
with PEC 
posting equipment 


SOLD becouse they 
are ‘engineered and 


a | USE 


DUO-MATIC 
POSTING TRAYS 
AND STANDS 


PORTA-MATIC . 
POSTING TRAYS | 
AND STANDS 


TILT-O-MATIC 
TRAYS 
(For Register Forms) 


V-MATIC TRAYS 
(Small Capacity 
Containers) 


HANDI-MATIC TRAYS 
(For writing board and 
mathine accounting rec- 
ords requiring small 
capacity containers.) 


MEAD-LEE Associotes 
SOLE DISTRIBUTORS FOR 


POSTING EQUIPMENT Greccacton 


1721 Elmwood Ave., Buffalo 7, N. Y. 


For More Information Circle No. 399 





Lightweight Paper 


Fletcher Paper Co., 20 N. Wacker 
Drive, Chicago 6, Ill., offers a colorful 
folder describing Alpenopake, a 12-lb. pa- 
per for offset or letterpress printing. The 
folder is printed in three colors on Alpen- 
opake and provides an excellent press 
demonstration of the paper's halftone, line 


and type printability. Press performance is 


amply described. Fletcher recommends this 
opaque lightweight paper for forms, broad 
sides, direct mail, envelope enclosures, air- 
mail, multiple copies and many other ad- 
vertising uses. It Is recommended 
wherever lightweight paper is desirable for 
postage economy, or lack of bulk 
would be advantageous. Available in white 
and six bright colors. For the folder, Circle 
No. 171. 


also 


where 


Computer Programming 


Bendix Computer Div., 5630 Arbor 
Vitae St., Los Angeles 45, Calif., offers a 
four-page bulletin describing a new pro 
gramming method (known as Intercom 
1000) for use with the Bendix G-15 gen- 
eral purpose digital computer. This is a 
simplification of the process of writing in- 
structions to a computer. The system can 
be learned in four hours or less, with no 
previous computer experience. Decimal in- 
put-output is accomplished without any ad- 
justment or decimal points or use of ex- 
ponents. Thus, the programmer-operator 
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“SPLIT-SECOND”’ 


PAYROLL TAX COMPUTER 


PAYS FOR 
ITSELF IN 
30 DAYS 


Interchange- 
able drums 
permit chang- 


CALCULER-D 


A twist of the fingers, and : 
complete F.I.C.A and ing charts for 
Withholding Tax deduc- 
tions appear on a single 
line, right before your 
eyes. Cuts figuring time in ule. Govern- 
half. Used by concerns em- ment approved 
ploying from 2 to 20,000. calculations. 
$15.70 postpaid. 


SOLD ON 30 DAY TRIAL GUARANTEE 


See your local stationer or write to: 


Box 1081 
AYRES CORP ° WILMINGTON, CALIF. 


For More Information Circle No. 284 


CATCH ALL THOSE PHONE NOTES 


tax revisions, 
Used for any 
payroll sched- 





on this new patented 


x (GA .| 
maeyy alae” 


CONTINUOUS ROLL PAD. 








Comes complete 

with attached pencil 
and loose memo sheets 
Right yr eft hand 


writing surfoce i 


turning knobs. The low 
Convenient practicol, 
$4951 you decler or ail be sem post paid duck 


accompanies order. 15 day money back guarantee 


DEALERS 


WECKESSER COMPANY 


5711 NORTHWEST HIGHWAY e CHICAGO 46, ILL 


WRITE FOR DISCOUNTS 




















For More Information Circle No. 285 
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THE 


“KOH-I-BALL" 


. « « the New Double-Ended 
Ball-Point Pencil 


writes RED * writes BLUE 








another Koh-Il-Noor exclusive . .. the 
only two-in-one ball point pencil of its 
kind on the market. 


__KOH-i-BALL_ Jos 


polished brass nose-pieces 
light wooden barrel 


full-length red & blue 
ball-point inserts feasily 
replaced with available 
refills) 


Packed either 12 Koh-I-Balls on a display 
card or in a dozen box. 


x 


Retail price 49c¢ 
trade and quantity discounts available 


Koh-I-Noor Pencil Co. 


Bloomsbury, New Jersey 
For More Information Circle No. 286 


AMERICAN SPEED SET 


Gear Construction Numbering Machines 


Finger Model 43 
Tip 
Control Wheels engrav- 
ed with figures, 
letters, frac- 

tions, etc. 


Any Number 
Quickly 
Brought Into 
Printing 


Position 


WRITE FOR 
SPECIAL 
FOLDER 





AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
BRANCH—105 W. MADISON ST., CHICAGO 2, ILL 
For More Information Circle No. 287 
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NO OTHER 


PAPER CUTTER 


FOR tHe OFFICE IS BUILT 
TO SELL $O LOW! 


The Michael 
Paper Cutter 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 
for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 


Order from vour dealer or 
Michael Lith 
145 WEST 45TH STREET 
NEW YORK 36, N. Y. 


For More Information Circle No. 381 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


CAN-PRO@,.. 


8 mona OF 
fOnO Ov Lac 
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need not know scaling or any special num- 
ber systems. Input-output numbers can be 
up to 12 digits. Computation and optional 
input-output are in floating decimal point 
form with a positive or negative range of 
magnitude from 10 to 10°. Punched card 
input-output accessories may be used with 
Intercom 1000, as well as 1,200,000 words 
of auxiliary magnetic tape storage. The 
computer's typewriter, tape punch, and 
magazine loaded photoreader provide basic 
input-output. Subroutines for common 
functions are included and may be used 
with one command. Complete debugging 
facilities are also provided. For this bul 
letin, Circle No. 173. 


Building Prestige by Mail 


Pitney-Bowes, Inc., Stamford, Conn., has 
published a 12-page, color-illustrated bro- 
chure, “How to Increase the Prestige of 
Your Mail”, which points to the postage 
factor as an important but often over- 
looked influence in building business 
prestige through the mail in ordinary 
correspondence as well as in advertising 
mail. Exhibits of metered mail, case 
studies, and a table of relative effective 
ness of the pulling power of various forms 
of postage are shown, together with data 
showing that postage meters have been 
made practical for the small office, with 
light daily mail, as well as larger com 
panies. A chart shows that one out of 
every three users of the small desk-model 
meter, for example, spends an average of 
as little as a dollar a day for postage. Fo 


this booklet, Circle No. 138. 


Cost Reduction 


Manpower, Inc., 820 N. Plankinton Ave.. 
Milwaukee, Wis., analyzes the various 
areas of office operation and gives sug 
gestions for improvements in a_ booklet, 
“100 Ways to Improve Efficiency Save 
Money in Your Office.” The booklet con- 
siders the various office expenses and 
points out proper planning procedures 
which will effect improvements. Discus 
sion is .given to the proper planning of 
office work, budgets, physical office, stor- 
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age, forms, selection and promotion of 
employees, training employees and super- 
visors, office equipment, mail department, 
telephone service, filing and record reten- 
tion and other office methods. Manpower, 
Inc., does work for offices, factories, stores 
and warehouses during their peak seasons, 
vacations and work overload periods with 
its own bonded employees. Its 150 offices 
are located coast to coast and overseas. 


For the booklet, Circle No. 183. 


Maintenance Management 

Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., has published a 12-page, illustrated 
folder describing maintenance management 
programs. Maintenance management is 
comprehensive in its scope. Not only does 
it assume the responsibility for repair, con- 
struction and prevention programs, it in- 
volves the proper utilization and scheduling 
of maintenance craftsmen and the control 
of ever-increasing inventories. The detailed 
program is described in five different areas: 
equipment records, preventive maintenance 


scheduling, maintenance project schedul 
ing and controlling, classifying the mainte- 
nance inventory and inventory control. Fo 


this folder, Circle No. 172. 


Incinerators 
Waste King Corp., 3300 East 50th St., 
Los Angeles 58, Calif., offers specification 
sheets describing three recent additions to 


the Waste King indoor incinerator line 
The literature contains complete specifica- 
tion data, photographs and cutaway draw 





NON-ELECTRIC 





DILLON-FO 


SQDUPLICATORS 


FORMS BURSTERS 


* INEXPENSIVE 
GUARANTEED 


a 


ATTACH TO 


MULTILITH 
oe 
DAVIDSON 


TABULATORS 


REMINGTON RAND 
IBM Etc. 





154 NASSAU ST., NEW YORK 38, N.Y. 
WOrth 4-2867 


For More Information Circle No. 388 
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ings covering the Waste King smokeless, 
odorless; Deluxe 900; and Custom 900 in- 
cinerators. The new models round out a 
line of five indoor incinerators, designed to 
meet virtually every office need regardless 
of budget limitations or local air pollution 
problems. For this literature, Circle No. 
185. 


P.O.P. Display Frames 


Arlington Aluminum Co., 19007 W 
Davison, Detroit 23, Mich., offers a six- 
page, two-color, illustrated brochure de- 
scribing the use of aluminum changeable 
message display frames for program con- 
tinuity at the point of purchase. Designed 
to assist advertising and sales promotion 
people with the use and selection of dis- 
play frames for a series of posters, the 
brochure lists aluminum frames available 
for immediate delivery and examples of 
special frames to meet particular program 
requirements. Also described are alumi- 
num’s advantages of higher dealer ac- 
ceptance, long-life with little maintenance 


and_silver-satin, lithography-enhancing 
beauty. For the brochure, Circle No. 167. 


Credit Payment Accounting 


Royal McBee Corp., Port Chester, N. Y., 
has issued a brochure on the use of its 
McBee Poster for time payment applica- 
tions. With one writing the Poster creates 
all needed records, without danger of 
transcription error. Keysort ledger cards 
are notched around the edges and can be 
Keysorted quickly and automatically for 
any desired information, invalidating the 
need for cross-indexing, duplicate cards or 
separate records. The brochure also fea- 
tures the McBee Handiprinter, a portable 
spirit duplicator. The Keysort ledger cards 
have apertures covered by a special carbon 
The ledger card is the master for use with 
the Handiprinter. Once created, it allows 
mechanical forms heading and envelope 
addressing for mailing delinquency no- 
promotional material, etc. The 
danger of misspelled names and addresses 


tices, 





1 pound 
4 ounces 


HIGHEST QUALITY PURE 
RUBBER BANDS—CONFORM 
TO FEDERAL SPECIFICA- 
TIGNS. In 1-0z., % Ib. and 
1 tb. boxes and bulk. % Ib. 
box has handy dispenser flap. 


PLYMOUTH RUBBER COMPANY, INC. 


since 1896 


CANTON, MASSACHU'! 


For More Information Circle No. 389 
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i Repli= Memo 


STOC 


BUSINESS 


° 


..in the new 
FLIP OUT DISPENSER BOX 


Approved ‘‘Rogersnap Business 
Forms''— save time and money. 
Forms include Repli-Memo, 
Voucher Check, Purchase Order, 
etc. 

Write for FREE sample. Dept. ‘‘0.” 


M@ ROGERSNAP 


BUSINESS FORMS 
P. O. BOX 10425 


For More Information Circle No. 280 


DALLAS 7, TEXAS 





YOURS 


FREE! Baer 


« 
concn oe 
ws 


GIANT NEW 
1958 ALVIN CATALOG 


84 pages of the most complete line of . . 


e Drawing Sets 
e Drafting Instruments 
¢ Designing Aids 


e Drafting Materials 
e Drawing Equipment 
e Measuring Devices 


This new fully illustrated catalog is chock 
full of practical merchandise for engineers, 
draftsmen, architects, designers, students, 
etc. 


See complete Alvin line at your local dealer 
or write for further information . . . TODAY! 


ALVIN & COMPANY, iNC. 


Windsor, Connecticut 








For More Information Circle No. 281 
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How to Build Your Sales 
with PLANOMATIC 





Plann f a 2 turnished to order. 
M « M INDUSTRIES 
Box 91 South Milwaukee, Wis. 
For More Information Circle No. 282 


THE NEW IMPROVED 


COPY-RIGHT Copyholder 


for over 30 years the 
“most wanted” copyholder 





..now manufactured by 
Curtis-Young Corporation. 


EXCLUSIVE FEATURES 


@ 2-Lever Action ... feather 
touch spacer moves copy 
up line or more ata time... 
velvet brake lowers copy. 
Turned-Page Clamp, holds back 
finished pages. 
Patented Knee-Action Gripper, holds any 
weight copy securely. 
Fastens Firmly to any Typewriter, quickly 
and easily. 
Copy-rightis 
available in 6 
sizes to toke 


widths up to 36 
inches : 


Gwen 9 Rib eo felt, iciiee) ite) 7 bale). 
Sp Copyholders « Duplicating Supple «Carbon: + Ribbon 
4 ' 


10 W 18 Street New York !! NY + Coble CURTYOUNG 


Copy plate tilts 
instantly to any 
angle for per- 
fect readability. 











POSTO- E 


——e es 


—spe a. up” 


mail routine in the office 











A proven tested... 
ELECTRIC LETTER OPENER 


PRICED WITHIN REACH $ .50* 
OF EVEN SMALL OFFICES ag 
Plus Fed. Excise Tax 


e Saves Time e Saves Money e Eliminates Strain 
¢ COMPACT—Occupies only 6" x 8" 
of desk top space. 
PAYS FOR ITSELF — Even in small 
offices by saving letter opening time 
and speeding your mail distribution. 
NO SORTING—opens any size or 
thickness of envelope without sorting 
or adjusting. 
SIMPLE TO OPERATE — anyone can 
use it with little or no_ instruction. 
NO WASTE STRIPS — opens envel- 
opes without cutting off waste strip. 
GUARANTEED FOR ONE YEAR—Pre- 
cision built for years of heavy duty, 
trouble free service. 
DEALERS IN ALL PRINCIPAL CITIES 


Some territories still open. Dealers write 
for information. 


GENERAL STATIONERS SUPPLY CO, 
1020 S. WABASH AVE., CHICAGO 5, ILL. 











r More Information Circle No. 387 


is eliminated. The manufacturer claims 
major clerical time is saved. For this 
brochure, Circle No. 184. 


Loose Leaf Binders 
General Loose Leaf Bindery Co., 720 S 
Dearborn St., Chicago 5, IIl., offers its 30- 
page catalog featuring fine loose leaf 
binders. The catalog cover is made from 
Coverlex, a new latex impregnated fiber 


Since 19Re 





The front cover is embossed and _ silk 
screened in two colors. Slide Ring plastic 
loose leaf is used for binding to permit 
easy sheet changes in the future. The cata- 
log features the patented Picture Window 
label holder ring binder, vinyl ring bind- 
ers, a complete line of catalog covers and 
the new economy line of ring binders 
For a free copy, Circle No. 177. 


Adder Touch System 

404 Fourth Ave., New York 
offers a large three-color dis- 
play chart, designed to instruct efficient 
touch operation of 10-key adding ma- 
chines. Printed in large, easy-to-read type, 
chart is 27%” x 39%” and shows the 
adding machine's keyboard, and a drawing 
of the right hand. Fingers on the hand are 
numbered and lettered to correspond with 
the numbers and letters on the keyboard. 
indicating which finger operates a specific 
key. Explanations and the 
each of the figure keys are noted in a con 


Facit, Inc., 
16, N. ¥ 


specific uses of 


Tue Orrice—September, 1958 





cise, simple style, making the chart ideal specifications for a full range of wheel 
for school classrooms and business train- types, sizes and with various bearings are 
ing courses. Send 10c in stamps to cover shown for use in casters or independently 
handling of chart. on hand trucks, dollies and other portable 


Computer Bibliography Fosetioe’ 
Remington Rand Div., Sperry Rand Faultless 
Corp., 315 Fourth Ave., New York 10, ‘oe 
N. Y., offers a new bibliography of com- scien 
puter literature, for which Circle No. 114. WHEELS oo ww 


Paper Joggers 


Syntron Co., 715 Lexington Ave., € oA 
Homer City, Pa., offers a folder on their : 
electromagnetic vibrating paper joggers. It 
gives complete descriptions,,data and spe- g & 
cifications for five standard single-action 
joggers, three bin-type joggers and three 
double-action tilting rack joggers. For this 


literature, Circle No. 168. see ee 


Caster Wheels equipment. A wheel selection table helps 


Faultless Caster Corp., Evansville 7, choose the correct wheel to assure utmost 
Ind., offers a catalog, Number 157W, de- utility from portable equipment, casters, 
voted to industrial wheels. Illustrations and etc. For the catalog, Circle No. 169. 





—> —> STATIONERS .. . PRINTERS... AGENTS... 
1,015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 


ONE-TIME (S%ah%asy- CARBON FORMS 


=— 


PROFIT 
IN FORMS 


The 1,015 dealers who sell Snap-Easy Forms get 
lucrative discounts ... their own imprint on forms 
. . « protection on repeats. 1,015 dealers are mak- 


New Carbonless ing (Snap)-Easy money—So can you! Write today! 


Forms, Too! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plants: Denison, Texas; Danville, Ky. 
For More Information Circle No. 401 


The Quik-Stripper 


TAKES PLATES AND CARDS OUT OF 
ADDRESSOGRAPH FRAMES! 


na n table-tor 











ng Machir 


n 9.9120 
2°41. 4% K 


For More Information Circle No. 
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Heads Controller Foundation 


Robert L. Dick- 
administrative 
president and 
Walter 
Belle- 


Was 


son, 
vice 
controller, 
Kidde & Co., 
ville, N. J., 
elected president of 
Controllership Foun- 
dation, Inc., research 
arm of the Control- 
lers Institute of 
America. He suc- 
ceeds Harold A. Ketchum, financial 
president, Federal Pacific Electric 
Newark, N. J. 


TIMS Annual Meeting 


The 5th Annual International Meeting 
of the Institute of Management Sciences 
will be held at the Sheraton Hotel, Phila- 
delphia, Oct. 16-18. Speakers will deliver 
technical and semi-technical talks on pro- 
gramming, decisions, games, simulation, 
accounting, queueing, automata and value 
theories, systems engineering and com- 
munications. Details from the Institute 
of Management Sciences, 250 North St., 
White Plains, N. Y. 


Robert L. Dickson 


vice 


Co.., 


Want to Play Smart? 


Registrants at the International Systems 
Meeting in Pittsburgh, Oct. 13-15, will 
have a chance to play “smart” when they 
take the Systems Managers’ Administra- 
tive Rating Test, developed by the Whar- 
ton School’s Taylor Management Lab- 
oratory. Information on the meeting can 
be had by writing: 1958 International Sys- 
tems Meeting, Parlor 70 M, Penn-Sheraton 
Hotel, Pittsburgh 19 


Clare H. Jennings, 
CPS, of Chicago, 
was reelected presi- 
dent of the National 
Secretaries Assn. (In 
ternational) at thei 
annual convention in 
Minneapolis. Miss 
Jennings has been 
secretary to Charles 
Bayard Hankel Jr., 
attorney-at-law, for 
the past eight years. Her previous 11 
years experience was in scientific and con- 
struction fields. 


Clare H. Jennings 


Systems Courses in N. Y. 


Five courses are offered this fall in the 
systems and procedures program of the 
Management Institute at New York Uni- 
versity, according to Dr. Denis Sinclair 
Philipps, director of the institute: “Sim 
plifying Office Systems and Procedures,” 
“Design and Control of Business Forms,” 
“Methods Analysis for Procedures Im 
provement and Office Automation,” “De- 
veloping Managerial Abilities,” “Develop 
ment of Administrative Abilities.” Infor- 
mation from Dr. Philipps, Management 
Institute, 1 Washington Sq., N., New York 
3 


LPG-30 Users Conference 


The first national meeting of the LGP- 
30 Electronic Computer Users Group was 
held in Chicago July 29-31. repre 
senting over 50 firms, plus personnel from 
Royal McBee Corp., exchanged informa 
tion of general interest and discussed vari 
ous simplified programming methods now 


Users 
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Remington 
Ribbons Ago... 


Remington Rand made the 
first typewriter ribbon. And 
now, the fabulous new 
Super Nytex* all nylon 
ribbon with Ban-Lon® is 
available from Remington 
Rand. Its “crimped weave’ 
construction assures a 
sharp impression, 

dark ‘write’, up to 

40% longer ribbon 

life. Write for details. 


DIVISION OF SPERRY RAND ORPORATION 
Room 1954, 315 Fourth Avenue, New York 10 


{Patent Applied For *Bon-Lon is o registered trademark of Jos. Bancroft & Sons Co. 


For More Information Circle No. 246 
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Never Before a Silk Screen, Twin Cylinder 


Stencil Duplicator With So Many Wanted 
Features and Advantages at This Price! 





$17 45°. 


Proven Simplicity of Operation—With a Minimum of Service 


7 Modern design—Rugged construction. Cadet Neutral 4 King-size sidegrippers for accurate single sheet feed 
Grey blends with any decor. Quiet Effortiess Opera- even on post cards 
ion. 
_ 4 One reproduced copy for every single, clockwise 
4 Takes any size stock from post card size to 9” x 14”, revolution and only reproduced copies are registered 
any grade. on 4 digit, reset counter 


Adjustable guides insure even, neat stacking of re- Silk Screen, Stencil and Ink Distribution Roller easily 
produced copies on easily removable receiving tray removed for quick color change 


Special features permit copy to be moved up or Largest reproduction area of any comparable dupli 
down, or sideways to insure reproduction even when cator! 13” x 7%” (approx. 100 square inches) 


stencils are cut on a slant Bai 
Exclusive, built-in Paper Deflector (stiffener) on re 


Automatic pressure roller release. Operates with re- ceiving tray prevents offset or ink smudging of re- 
produced copies ONLY, preventing ink offset produced copies 


Let us send you details on our Complete Line of Spirit and Stencil Duplicators 
and related Supplies. Write Dept. 


Dur 


1201 West Cortland Street Chicago 14, Illinois —_ 


San Francisco Brooklyn 


For More Information Circle No. 227 
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available. The meeting was opened by A. 
T. Craft, vice president for data process- 
ing division sales of Royal McBee, and 
Prof. William Smith, head of the Com- 
puter Laboratory at Lehigh University. 
Users received brief instruction in the use 
of the new 342 Photoelectric Reader and 
Punch now available as auxiliary equip- 
ment with the LGP-30. 


Report on Handwriting 


“The Second R, 1958,” a 16-page re- 
port on handwriting in the U.S., was is- 
sued by the Handwriting Foundation, 1426 
G St., N.W., Washington 5, D.C. It de- 
scribes the teaching and use of handwrit- 
ing in schools, business and social situa- 
tions and concludes that “the resurgence 
of interest in handwriting will become 
greater during the coming year.” 

Dr. T. Ernest Newland of the Uni 
versity of Illinois, was appointed to mem 
bership on the advisory committee of the 
Handwriting Foundation, it was an 
nounced by Frank L. King, executive 
secretary. Other members of the com 
mittee are: Dr. John Guy Fowlkes, Uni 
versity of Wisconsin; Dr. Frank N. Free 
man, University of California; Dr. Ernest 
Horn, University of Iowa; Dr. C. W 
Hunnicutt, Syracuse University; Dr 
James F. Redmond, New Orleans school 
system. 


Coftee-Break Literature 


Aside from the pleasure of coffee drink 
ing, there are sound practical and scien 
tific reasons why the coffee-break has be 
come an American custom, according to 
the Pan-American Coffee Bureau, 120 
Wall St, New York 5, which offers a 
folder entitled, “The Coffee-break: Why 
It Helps Efficiency, Morale, Safety.” 


N. Y. Records Conference 


Records Management Assn. of New 
York will hold a conference at the Essex 
House, Oct. 23, themed to “Records Man- 
agement for Better Management.” The 
was chosen to coincide 


conference date 


Put Ovrrice—September, 1958 


with the National Business Show. For a 
copy of the program, contact Anna E. 
Brennan, Equitable Life Assurance Society, 
393 Seventh Ave., New York 1. 


Engineering-Management Clinic 


The 22nd Annual National Industrial 
Engineering & Management Clinic, spon- 
sored by the Industrial Management So- 
ciety, will be held Nov. 5-7 at the Sher- 
man Hotel, Chicago. A special seminar, 
“Executive Techniques for Industrial En- 
gineering,” will be held Nov. 4-5. Details 
from Industrial Management Society, 330 
S. Wells St., Chicago 6. 


N.Y. Execs’ Ideas on Grooming 

A young man just out of high school 
who appears for job interviews in a hom- 
burg, an unmatched suit, an Elvis Presley 
haircut and two-tone, crepe sole shoes is a 
likely candidate for the relief rolls, accord- 
ing to a survey taken by the Office Execu- 
tives Assn. of New York. The 206 execu- 
tives who took part in a poll on good 
grooming voted that the outfit a 
girl high school graduate can wear when 
job-hunting is a large hat, no stockings, 


worst 





ULTISTAMP 


STENCIL DUPLICATOR 
THE MULTISTAMP CO. eee VA. 


PRINT DIRECT! The MULTISTAMP Hand 
Stamp Stencil Duplicator prints shipping 
data direct on cartons, boxes, packages. Of 
rustproof metal to last indefinitely. Get 1,000 
or more clear, sharp impressions from one 
stencil without re-inking. In photo above, 
shipper’s name, address and “Ship To’’ label 
were preprinted by carton manufacturer. 
Model 1A above, complete outfit with sup- 
plies in sturdy case, $12.50 f.0.b. factory. 
7 other outfits $9.50 to $99.50. At office and 
shipping room supply dealers, or write 
for FREE catalog. 
ALSO IDEAL FOR 
SHIPPING TAGS MENUS 
LABELS OFFICE FORMS 
POST CARDS BULLETINS 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 


over 35 years 
For More Information Circle No. 412 





For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 

for 

Best Results 


Fy (f eras 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











For More Information Circle No. 413 
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no gloves, a frilly party dress and loafers. 
If, in addition, her hair is cut short and 
straggly and she is made up like an over- 
age chorus girl, there is little future fos 
her in business. A majority of the office 
executives agreed that most high school 
graduates are well groomed and properly 
dressed when looking for a job. 

The respondents thought that young 
men, aside from being normally neat and 
clean, looked best in a dark suit, solid 
color oxford shoes, a fedora hat and a 
regular haircut. Over 60° said an ap- 
plicant was o.k. without a hat, but looked 
better wearing one. There was almost 
unanimous objection to sports jackets and 
extreme haircuts. Crew cuts were rated as 
acceptable. They said girl graduates make 
the best impression wearing a small hat. 
gloves, stockings, medium-heel shoes and 
a suit or simple, fitted dress. The hair style 
most appropriate for job interviews is 
medium length, curled. They found pony 
tails frivolous and felt that the short, saw- 
tooth or “idiot” cut was well named. The 
best make-up for a girl is a limited amount 
of lipstick and plenty of soap and wate: 


Denver Conference-Exhibit 

A regional conference and equipment 
exposition will be held by National Office 
Management Assn. at the Cosmopolitan 
Hotel and the City 
in Denver, Oct. 6-8 
NOMA, Willow Grove, 


Auditorium Arena 
Literature from 


Genevieve Bell, CPS of Portland, Ore., 
was named Secretary of the Year at the 
annual convention of the National Secre- 
taries Assn. 
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TSA Elects Officers Seattle Electronics Conference 


The Transcription Supervisors’s Assn. of The western division of National Ma- 
New York elected the following officers chine Accountants Assn. will hold its 4th 
for 1958-59: president, Loretta F. Spacek Electronics Business Systems Conference 
Bell Telephone Laboratories, Inc., Ist vice in the Olympic Hotel, Seattle, Oct. 30-31 
president, Evelyn Swahlin of Frueauff. The program will cover the entire field of 
Farrell, Shanley & Johnsen; 2nd vice presi- mechanized and electronic accounting. A 
dent, Ruth D. Kassowitz, Graver Water product exhibit will be held in conjunction 
Conditioner Co.; recording secretary, Mar- with the conference. Information and pro- 
garet O. Cameron, Royal McBee Corp; gram brochure from Box 134, Seattle 11. 
corresponding secretary, Anne Turansky, Wash. 

Union Carbide 

Corp.; treasurer, 

Edna M. Gallag- ° 

her Union Bac. | The Business Game goes smoothly 
Camp Paper Corp.: 


wssitant veasurer, | When moves are signalled by 


Mary L. Horgan of 


Cleary, Gottlieb, "7 | | Graf{co 


Friendly & Hamil- 
ton, 


AREA Meetings 


= 


[The Assn. of : — eee sce 
Records Executives , ' = ‘ Nu-Vise 
& Administrators PROJECT 
will resume its ‘ SIGN on 


meetings in New 
York Sept..17 
when Arthur Bar- 
can of Records 
Management Insti- 
tute will talk on 
“Scientific Report- 
ing to Manage- 
ment: New Control 
and New Data.” 
Next month’s 
meeting will be 
Oct. 15 and_ the 
annual meeting 
and election of of- 
ficers will be on 
Nov. 19. Guests 
who are interested 
in records manage- 
ment are always 


welcome. according ~O5 In regular 100-Pack. And in handy 
to A “i D ‘ 15 : 20-Pack Plastic Boxes. 
OD FM. ccer, a 


East 41st St., New GEORGE B. GRAFF COMPANY 
York 17 54 Washburn Ave., Cambridge 40, Mass. 


For More Information Circle No. 371 
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For sliding Bilinces' Business with: 


¢ BINDERS 
e FOLDERS 
e PRESENTATIONS 


JUST PUBLISHED — 116 page cotslog 
YOURS FREE 


for every business need 
Write Today 
ELBE FILE & BINDER CO., INC. 


FALL RIVER MASSACHUSETTS 


411-FOURTH AVE 


T MANUFACTURERS OF LOOSELEAF PRODU 


Dept. O-8 


ONE OF AMERICA'S LARGFS 


For More Information Circle No. 276 


America’s quality 
drawing and com- 
puting devices ap- 
proved by artists 
and draftsmen. 
They like their ac- 
curacy, their trans- 
parency, the ease 
of using them... 
and their many 
plus features. Tri- 
angles, French 
Curves, T-Squares, 
Protractors and 
many others. Send 
for frée Catalog 


THE C- THRU RULER CO. 
HARTFORD, CONN., U.S.A. 


For More Information Circle No. 277 
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magnetic 
a 





For 


VISUAL CONTROL 


7 Ee, 


| SYSTEMS 


Put Your 
Business 
O perations 


at Your Fingertips 
Guaranteed permanent magnetic 
indicators that can be quickty 
placed and stay put make the 
Maggie Magnetic control sysiem 
completely flexible with limitless 
signaling and charting possibili- 
ties. You tailor it to your in- 
dividual records. Moreover, it 
cuts errors, clerical costs and 
raises efficiency. Low in cost, 
too... packaged kits begin at 
$49.50. 

For further information, 
write to: 


maggie magnetic inc. 
39 W. 32nd St., N.Y. 1,N.Y. 4 


° - 


- 
= - 
- ~~ 
"Seca eawon er 


More Information Circle No. 278 


It just SNAPS apart 


LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 


For More Information Circle No. 279 
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Faster Than Hands 


ntinued from page 


is sent to the world’s largest chain of 
department and specialty stores by a 
subsidiary, Allied Purchasing Corp., 
New York. To executives and buyers 
at 74 stores located in 23 states, APC 
sends a constant stream of literature 
reporting new products, market condi- 
tions, store statistics, sales brochures, 
promotion suggestions, and other spot 
news. To reproduce all this requires 
some 6000 offset plates and duplicating 
stencils each month. Several hundred 
copies from each master may be run. 
The result is approximately 16: million 
printed sheets each year, all of which 
are collated. 

Benefits which machine collating of- 
fered over old “walk around” hand col- 
lating are readily apparent. Where five 
persons had taken 60 hours to assemble 
210 copies of a 265-page mailing, it is 
now possible to do the job in 742 hours 
with only one operator. This represents 
a time saving of 5242 hours, or 88%. 
Today, the collating load at APC has 
gone beyond the capacity of office size 
collators, and the company now oper- 
ates large, fully automatic collators. 

There are other benefits which can- 
not be measured—elimination of mon- 
otony and fatigue, greater accuracy, less 
deadline pressure, and increased em- 
ployee morale. A 16-bin machine is 
used at Hunter College, New York. “In 
this office, collating is not a daily activ- 
ity,’ says Mrs. Jehle, the president’s 
secretary. “It is one, however, where 
a time element involving close dead- 
lines is concerned. This alone justifies 
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ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


FOR 
NEGATIVES e OFFSET PLATES 
STENCILS @¢ SKETCHES « ARTWORK 
MASTERS ¢ X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 


pieces. Wide range of sizes up to 
26” wide, 52” high, 28” deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need, 


At Quality Equipment Dealers Everywhere—Special- 
ized Model at Addressograph-Multigraph Agencies 


Write for Complete Cata/og 


ATLAS 


STENCIL FILES CORP. 


16716 Westfield Ave. © Cleveland 10, Ohio 


~ jamias)... 


ae 
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GOT HIGH-PRICED HELP 5 
e LOOKING FOR RECORDS ¢ 


LOW-COST “CONVOY” f 
e STORAGE FILESe 


All your semi-active or inactive records 
are instantly available. What a time and 
money-saver today! 


Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 


All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 


Sizes: letter, legal, check, 
deposit slip, tab card 
10 others. 


There’s a dealer 
near you — or write 


CONVOY, Inc. 


STATION B, BOX 216-H 
CANTON 6, OHIO 
For More Information Circle 


PLATENS PARTS 
SUPPLIES 
for TYPEWRITERS and 
other office machines 


Now in New and Larger Quarters 


TYPEWRITER EQUIPMENT CO., INC. 
25 Park Place, New York 7, N. Y. 


For More Information Circle No, 339 


No. 338 
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the investment, even for periodic 


usage.” Their principal collating cen- 
ters on agendas, or calendars, for regu- 
lar series of committee meetings. In a 
normal month approximately 10,000 or 
more sheets must be assembled at vari- 
ous times into some 220 sets of seven 
different types. By hand, this would 
take 16 to 20 hours; by machine, five 
or six hours. In one school year this 
might mean a dollar saving equal to a 
clerk’s salary for three weeks. A 
in use in the 


sec- 
ond 16-bin model is now 
college duplicating department. 
Among other academic users of col- 
lating machines are Sarah 
Bronxville, N. ¥ 
Stenographic Service Center of the Uni- 
Both make 


tinuing general use of their collators for 


Lawrence 


College, and the 


versity of Delaware con- 
preparation of texts, research and ad- 
schedules, news 
Both 


periods, such as when budgets are be- 


ministrative reports, 


letters and other material find 


ing prepared, when the collators receive 


extra heavy use 


Offset duplicators can turn out quan- 
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Iwo views of the duplicating department 
of Manhattan Life Insurance Co., New 
York, showing 10-bin collator at right. 


tities of work in a very short time. Ad- places a serious potential bottleneck ex- 
dressing, folding and inserting, sealing ists. This would be bad enough it 
and postage nietering machines make proper machines did not exist, but 
short work of mailing operations. But highly efficient collators have been de- 


wherever hand collating lingers, in those — signed for use in offices of every size. 


TELE-REST frees the hand 
that holds the phone! 





TELE-REST, the attractive and 
efficient telephone accessory 
featuring: 


e Complete adjustability for right or left shoulder use e Natural rubber cushioning inserts 
¢ Holder to fit all popular receivers e Black or nine colors 
¢ Easy installation e AND a budget-wise price 


At your nearest stationers, or write H, H. Reneeker Co., Inc. 
P. O, Box 9235, San Diego 9, California 











For More Information Circle No. 353 


ONE-TIME Carbon Forms 


Increase Efficiency, Reduce Costs 

— Sold through our Dealers only... 

— _— DEALERS: Liberal Discounts — Delivery you can depend 
——~ on. All forms carry YOUR imprint. No inventory, equip- 
ment, shipping or warehouse costs. Write TODAY to 
New Dealer, Dept. 1,.1600 E. 26th St., Little Rock, Ark. 


INTERNATIONAL BUSINESS FORMS 
Se Fo Rk A TY EC 


1600 E£—. 26TH STREET e LITTLE ROCK, ARKANSAS 
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Organize 








Operate 


FORMS | CONTROL 
PROGRAM 


RAY MARIEN, Forms & Procedures Manager, 
Olin Mathieson Chemical Corp., New York. 





A 24-page illustrated reprint from THE OFFICE. 


EvERY COMPANY, large or small, needs can fit the program into your own organ- 
a forms control program. Often it is ization. He gives the entire procedure 
not an easy matter to fit such a program for installing a successful forms control 
into the organization. Various methods program. Even if you now have a forms 
are available. control program, you will find this book- 
Here, a forms expert shows how you let both informative and interesting. 


50c per copy 35c a copy in lots of 12 or more 


1 
| OFFICE PUBLICATIONS INC., 232 Madison Ave., New York 16, N. Y. 


Please send me copies of the reprint, "HOW TO ORGANIZE, ‘SELL’, 
OPERATE AND MAINTAIN A FORMS CONTROL PROGRAM". | enclose 
remittance. [_] Send invoice. 

Name 

Company 

Street 


City .. 
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©000000 i 
Describes all office reproduction and 


duplicating processes. Time-saving charts 
THE ONLY BOOK show at a glance which process to use 
for best results in any situation. Tells how 
to make the most economical use of 
whatever duplicating machines an office 


0 F | T S K N D | may now have—how to combine the ad- 
* 


vantages of one process with those of 
another to save time and money. Also 


tells when not to use certain methods. 


Includes: 
CARBON PAPER, 
SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING 
FLUID DUPLICATING 
STENCIL DUPLICATING 
MANUAL RELIEF DUPLICATING AND PRINTING 
OFFSET DUPLICATING, 
ea PHOTOGRAPHY (CAMERA), 
@) 5 CONTACT PHOTOCOPY, 
CONTACT PRINTING 


@) 5514 = (TRANSLUCENT MASTER) 


FACSIMILE MASTER PREPARATION, 

REPRODUCTION © AUTOMATIC TYPEWRITERS, 

. . AUTOMATIC DATA PROCESSING, 

9 COMMUNICATION TRANSMISSION, 
IMPRESSION STAMPS 
ADDRESSING METHODS, 
TABULATING MACHINES, 
SIGNATURE MACHINES, 
OTHER IMPRINTING MACHINES 
BINDING AND FINISHING EQUIPMENT. 


pitg teli)'ien die) Bid telet s+) 3) 
SYSTEMS DUPLICATING 
IMPRINTING METHODS 


Over 200 pages of helpful information, 
and illustrations (including 100 pages of 
advertising by duplicator manufacturers, 
with Buyer's Guide index). 


OFFICE PUBLICATIONS, INC. 
232 Madison Ave., New York 16, N. Y. 


Please send me copies of the MANUAL OF OFFICE REPRODUCTION 


at $3.25 a copy. ! enclose remittance. [_] Send invoice. 
Name 
Company 


Street 


City Zone State 
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Friden General Manager 


Appointment of Philip R. Samwell to 
assume the additional duties of general 
manager of Friden, Inc., was announced 
by Walter S. Johnson, president and 
chairman of the board of directors. Mr. 
Samwell joined Friden as controller in 
1945. Three years later he was named 
assistant secretary. Then he was ap- 
pointed to the board of directors and in 
1952 he was designated a vice president. 


Bohn Appoints Heussner 


George T. Heuss- 
ner has been named 
sales manager in 
charge of BDC Con- 
tex Calculators for 
Bohn Duplicator 
Corp. Mr. Heuss- 
ner will be in charge 
of sales through over 
600 Contex dealers 
throughout the U.S. 
For the last two 
years, he was sales manager of Cumming- 
ton Corp. Prior to that he was dealer 
sales manager for the U.S. and Canada 
with National Cash Register Co. 


George T. Heussner 


J. M. Nash Co. Buys Can-Pro Corp. 


Sale of Canvas Products Corp., Fond du 
Lac, Wis., to J. M. Nash Co., Milwaukee, 
was announced by Herman J. Jongebloed, 
chairman of the board of Nash, and 
Adolph Kluge, president. There are no 
plans for changing the operational meth- 
ods or company policies which have en- 
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abled Canvas Products Corp. to 
successfully during its 60 eXist- 
Arnold F. Firle, former presi- 
dent, was named to the newly created post 
of executive president and 
manager. 


progress 
years ol 
ence. vice 


vice general 


Ecusta Sales Manager 
Mc- 


been 


George W. 
Cleary has 
named sales man- 
ager for the Ecusta 
paper operation of 
Olin Mathieson 
Chemical Corp., it 
was announced by 
W. E. Zimmerman, 
Ecusta director of 
sales and marketing. 
Mr. McCleary, for- 
merly advertising and promotion manager 
for the corporation’s packaging film oper- 
ations, will be responsible for promotion 
and sale of lightweight printing and bible 
paper, carbonizing tissues and lightweight 
specialty papers. A tenth Fourdrinier ma 
chine has been installed at Pisgah 
N. C., to produce lightweight papers for 
textbooks, mail 


catalogs, 


George W. McCleary 


Forest, 


advertising direct 


financial and 


inserts, 


annual reports 


Buying British Typewriters, Ltd. 


Smith-Corona Marchant, Inc.,  an- 
nounced it is seeking to purchase British 
Typewriters, Ltd., of West Bromwich, 
England. Elwyn L. Smith, president, said 
that a cash offer has been transmitted to 
the shareholders by the directors of the 
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SWIFT 


ADDING MACHINE 


SWIFT BUSINESS MACHINES CORP. 


Great Barrington, Mass. 
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“ ..unmeasured service to 
a distinguished list 
of customers.” 


We are proud that the 

superior quality of our products 
has earned us the friendship of so 
many fine firms, and we take 
extra pride in meeting their 
special requirements with 


care and promptness. 
We at Colonial will be happy to 
discuss your special requirements 


... May we hear from you? 


Specialists in the manufacture of 
spirit master units, spirit carbon, hand cleansers and fluids 


Serving the wholesale trade exclusively 





British company, who have recommended 
its acceptance. If approved by the stock- 
holders, it is believed the transaction will 
be completed by Sept. 1. The company’s 
plant in West Bromwich, near Birming- 
ham, was completed in 1954. In addition 
to domestic and export sales of Empire 
typewriters, British Typewriters, Ltd., 
through its subsidiary, Office Equipment 
Distributers, Ltd., distributés office equip- 
ment in Britain, primarily of Swiss and 
German manufacture. Mr. Smith said, 
“Substantial expansion of the West Brom- 
wich plant is planned in the next year to 
supply the increased demand for Smith- 
Corona typewriters in Western Europe 
and the British Commonwealth markets. 
Management of British Typewriters, Ltd., 
will be retained.” 


NOMDA Has Over 2200 Members 


2000 members 
National Office 


A new high figure of 
has been passed by the 
Machine Dealers Assn. This does not in- 
clude 150 Canadians who joined in the 
merger of the Canadian OMDA with 
NOMDA. 


Mosler Advertising Manager 


Appointment of Arnold Belasco, as ad- 
vertising manager of Mosler Safe Co. was 
announced by Edwin H. Mosler Jr., presi- 
dent. Mr. Belasco joined the company in 
1952 as assistant advertising manager. He 
will coordinate the activities of the four 
agencies serving the safe company and its 
affiliates. 


Clary Retail Sales Manager 


Appointment of J. L. Jackson, a vet- 
eran of 32 years in the business machines 
field, as retail sales manager 
nounced by William G. 
ecutive vice president and general 
manager for Clary Corp. Mr. Jackson, 
who joined Clary in 1949, had been di- 
rector of branch operations with head- 
quarters in Chicago. He was for many 
with Victor Adding Machine Co 
National Cash Register Co. Mr. 


Was an- 
Zaenglein, ex- 
sales 


years 
and 


«<— For More Information Circle No. 137 


Zaenglein also reported that Wayne M. 
Smythe, formerly in charge of sales pro- 
motion, was named assistant retail 
manager. 


sales 


Standard Duplicating Executives 


A. W. Vanderhoof, president, Standard 
Duplicating Machines Corp., Everett, 
Mass., announced two important promo- 
tions in the company’s top engineering 
management echelon. Mustafa J. Ajam, 
holds the newly created post of director 
of sales engineering. He formerly 
chief engineer. In his new capacity, Mr. 


was 


Mustafa J. Ajam Carl A. Bergman 


Ajam will render full time assistance to 
all Standard agencies on service and en- 
gineering problems. Carl A. Bergman was 
advanced to chief engineer, in charge of 
all design, development and research ac- 
tivities and all such engineering person- 
nel. Mr. Bergman designed the Rocket, 
the most popular and model 
Standard ever introduced. 


successful 


Ozalid Product Development 


Charles H. Benbrook appointed 
product development director of the 
Ozalid Division, General Aniline & Film 
Corp., it was announced by Walter A. 
Hensel, president of the company, 
and general manager of the division. Mr. 
Benbrook had been Ozalid director of 
research since 1949. He joined General 
Aniline in 1943. Dr. Clifford E. Herrick 
Ir. succeeded Mr. Benbrook as director 
of research. Dr. Herrick, a research de- 
partment head at Ozalid since 1952, joined 
General Aniline in 1946. 


Was 


vice 





Carter’s Export Subsidiary 
MEMO —s 
a Carter’s Ink Co., currently observing 
{ 


Dear ( a ) Pile, (\ its 100th anniversary year, announced the 
re f establishment of a wholly owned subsidi- 
F ary, Carters Ink Company Overseas, 
I don’t care what they say S.A., with headquarters in Panama, to 
it was love at first sight. How concentrate on the development and ex- 
beautiful you are—your eves. pansion of Carter’s international business 
Officers of the new company are: N. C. 
4 Surely a perfect Secretary Hubley Jr., president; Donald Chadduck, 
4 will make a perfect wife : vice president and general manager; E. 1 
F ios Dickinson, treasurer; W. W. Fox, secre- 

} if Love, tary 


your hair, your form divine. | 


— ) 
Kt 7 New Portable Parts Plant 


venti Smith-Corona Marchant, Inc., will con 
struct a 150,000 sq. fi. plant near Cort 
land, N. ¥ to manufacture parts fo 


portable typewriters. Emerson E. Mead, 





We don’t guarantee 
romance—but we do 
promise that you'll be a 
better Secretary if you 
use AW.FABER ERASER STIK, 
the pencil-shaped, time 
white - polished beauty future and the continued high demand for 
& that lets you erase with- Smith-Corona manual and electric portable 
~ out a trace. Removes a typewriters 
a | single letter without 
blurring rest of the | 
word. Pick up a few at 
your Stationer today. 


vice president, operations said the deci 
sion to go ahead with construction at this 
“reflected the company’s faith in the 


Which point 
do you prefer? 


MEDIUM or AVERAGE 
THIN or BLUNT 





FOR ORIGINALS 
AND CARBONS 





gives you 


GRASERSTIK,* : 


choice 











With brush 20¢ 
Without brush 10¢ 


7099 and 7099B gray all- 

utility ERASERSTIK for pencil, 

ink or typewriting. E. H. Doogan Jr. (center), Chemical Corn 
7066 and 7066B for those Exchange Bank, New York, won the $100 
first prize offered by Wilson Jones Co. 
at the National Machine Accountants 
Assn. conference. Bill Boyer, Wilson 
a . Jones eastern sales manager is at left; Bill 
A.W.Faber-Castell Pencil Co. Newark 3,N. J. Ryan, advertising manager, at right. 


who prefer a soft, red type- 


writer eraser. 


<< 


| 
u 


AW.Faser &RAS 
CraseRSriK 





Seagreeres 


= 
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+MT4 
CONFIDENTIAL MAP FILE 


Easiest way to file and find maps, 
blueprints, tracings. Quality metal 
cabinet file with locking doors. 
112 tilting tubes handle 60” prints. 
Tubes indexed for quick location. 
Shipped from stock. 
Patent No. 1610368. Other Patents Pending. 
SCOTT-RICE CO., 610 S. Main, Tulsa 3, Okla. 
For More Information Circle No. 328 








Wilhelm Dreusickes Co, KG 


MANUFACTURERS OF UNION-TYPE 
TYPEWRITER PARTS AND SPEZIAL TOOLS 
BERLIN W35 LUTZOWSTR 3 


WHITE FOR FREE COPY OF OUR ILLUSTRATED 
CATALOG 


Eliminate Costly Hours 
Spent Counting Coins... 


with a CASH-A-FLASH 
Auto-Meter Coin Counter 


e Keeps Perpetual Count e Stores Over $60 Worth 
of Coins e Converts to Change Box e, Inexpensive 
e Durable e Safe—a sturdy lock on each box 


Send for illustrated literature 


HASTINGS TYPEWRITER CO. 
518 W. 3rd St Nebraska 
More Information Circle No 


Hastings 


For 330 





SECRETARIES ACCLAIM 
The ALL NEW 


—JSreconite 
YHOLDER 





Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 
and light conditions. Never in. the way. 
Folds behind typewriter when not in use. 


Other Hall-Welter products include: 
Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 
HALL-WELTER COMPANY, INC. 
38 Mt. Hope Avenue @ Rochester 20, N. Y. 








For More Information Circle No. 329 
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WHEN QUALITY COUNTS 


Mend it, mount it, bind it, attach it quicker 
more efficiently! Use permanent, water- 
proof, transparent UHU in your office. 


Y 
Bett 
Order through your supplier or write to: 
U Products Corp‘ 
820 Greenwich St., New York 14, N. Y. 
For More Information Circle No. 408 


3 PHONE PROBLEMS 


SOLVED — 
1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 











For More Information Circle No. 410 


MANUFACTURERS OF DURALUMINUM 


HOLDERS soci 


MANY 
STYLES 


MG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 409 


CASH REGISTER 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 
207 E. Evergreen Ave., Mt. Prospect, Hl. 
For More Information Circle No. 411 
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Sainsbury Joins Peerless 


Leonard R. Sainsbury has joined Peer- 
less Photo Products, Inc., Shoreham, N. Y., 
as special assistant to the president, accord- 
ing to George B. presi- 
dent. Mr. Sainsbury will be primarily con- 
cerned with product development and 
technical sales problems. Previous to join- 
ing Peerless, he had been for ten years 
with Grant Photo Products Co., Cleveland, 
and three years with Kryptar Corp., 
Rochester, N. Y., both manufacturers of 
photographic films and papers. Before 
that he was five years with Du Pont’s pho- 
tographic film and _ paper 
Rochester. 


Crouse, Peerless’ 


division in 


Autographic’s 75th Year 


Autographic Business Forms, Inc., has 
moved its home office facilities to its new 
factory building in South Hackensack, 
N.J., which brings under one roof. all 
the company’s home office personnel fot 
the first time in 17 years. The move co 
incides with the 75th anniversary of the 
company. 


Harry C. Peterson, assistant sales manager, 
Marchant Calculators Div. of Smith- 
Corona Marchant, Inc., ushers May Cas- 
tenette, 22-year Marchanter, into new Mar- 
chant building in Oakland, Calif. 
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Copease Appointments 


John F. Mannhaupt, formerly control 
ler, Was appointed assistant to the vice 
president, Frank M. Gale, and John P 
Ricketts was named controller of Copease 
Corporation, it was announced by Charles 
E. Hallenborg, president. 


British Efficiency Exhibition 


The 45th National Business Efficiency 
Exhibition which opens in Manchester, 
England, Sept. 22, promises to be one of 
the most outstanding displays of its kind. 
Some 107 firms will take part, a record 
for any B.E.E. outside London. The en- 
tire exhibitors’ area was sold with demand 
for at least 50% more space, which it was 


impossible to meet. 


Business Forms Names Anderson 


R. D. Anderson appointed New 
England sales manager of Business Forms, 
Inc., designers and manufacturers of 
Needle-Sort Data Processing and 


Was 


cards 


forms, it announced by W. Mason 
Beekley, vice president and general sales 
manager. Mr. Anderson formerly repre- 
sented Royal-McBee’s data processing di- 
vision in Worcester, Mass. 


was 


For Schwab Safe Co. in Kentucky 


E. W. Memering, sales manager, Schwab 
Safe Co., Lafayette, Ind., announced the 
appointment of T. M. Sizemore, 366 Fran- 
cis Bldg., Louisville 2, as Schwab's 
iory representative for the State of 
tucky. 


fac- 


Ken- 


Garrett Roberts 


Garrett Roberts, president of Weldon 
Roberts Rubber Co., Newark, N. J., manu 
facturers of abrasives, died 
from a heart attack on July 23. Mr. Rob- 
years of age and had spent 
all his adult life in the business founded 
by his father. His wife, a daughter and 
a son him. 


erasers and 


erts was 59 


survive 


KEY TO MOTOR DEPENDABILITY 
IN BUSINESS MACHINES... 





Special engineering is the key to motor depend- 

ability in business machines . 

the exact mechanical and electrical requirements for 

the application. This is one of the reasons why more and 

more designers of leading business machines are turning 

to Lamb Electric Motors, which are all specially engineered. 
The Lamb Electric Company, Kent, Ohio 


A Division of American Machine and Metals, Inc 
In Canada: Lamb Electric—Division of Sangamo Company Ltd 


nb Electric 


SPECIAL APPLICATION 
a FRACTIONAL HORSEPOWER 


.. because it assures 


Leaside, Ontario 


MOTORS 
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Attention 
Office Equipment 


Manufacturers ! 


ADVERTISE 10 




















Every autumn Orrick EQUIPMEN' 


EXPORTER is enthusiastically received 
and acted upon by office equipment 
76 countries 


importers and dealers. These 


buy both high and low priced items. 
Get a share of this business by advertising 
in the forthcoming 1958 


Write today 


edition 


for rates. 


Netherlands 
Netheriand West 
indies 
New Zealand 
North Rhodesia 
Norway 
Pakistan 
Philippines 
Portuguese 
Puerto Rico 
Siam 
South Sea 
Southern 
Sudan 
Surinam 
Sweden 
Switzerland 
Syria 
Tanganyika 
Tunisia 
Turkey 
Union of 
Africa 
Viet Nam 
West Indies 
Yugoslavia 


Afghanistan Great Britain & 
Alaska Northern Iretand 
Algeria Greece 

Arabia Haiti 

Australia Hawaii 

Austria Hong Kong 
Beigian Congo Ice‘and 

Beigium India 

British East Indonesia 
Africa Iran 

British Guiana Iraq 

British Honduras treiand 

Burma israel 

Canada Italy 

Ceylon Japan 

Cyprus Kenya 

Denmark Lebanon 

Egypt Liberia 
Ethiopia Libya 

Finland Luxembourg 
Formosa Madagascar 
renee Africa Madeira Island 
rench Afric lavsiz 
French Guiana makes - 
Germany Malta 

Ghana Morocco 

Gibraltar Nepal 


Africa 


Istand 


Rhodesia 


South 


OFFICE PUBLICATIONS, INC. 


For More 


different 
MARKETS 


Office 
quipment 
Exporter 


Circulation over 9,000 


232 Madison Ave., New York 16, N. Y 


Information Circle No. 359 





Future Trends in the 
Personnel Market 


EWAN CLAGUE, Commissioner of 
Labor Statistics, U. S. Dept. of 
Labor, Washington, D. C. 


ETWEEN 1950 and 1955 there was 
B an absolute decrease in the number 
of people 14-24 years of age available 
for employment. In the 25-34 age 
group in that five-year period, very few 
people came into the labor force. The 
increase in the work force from 1950 
to 1955 was all in age groups over 35, 
and over 45. Women accounted for 
more than half the increase. 

Ihe Bureau of Labor Statistics has 
taken a long look at population and 
labor force trends; social and economic 
these and 


changes. On the basis of 


other factors, and assuming favorable 
>mployment have 


projected the labor force to 1965. This 


opportunities, we 


indicates an increase over 1955 of 


about 10'2 million persons. The ma 
jor changes 


work 


ticularly married women ove! 


expected are increasing 


participation by women—pat 
35 whose 
children are of school age or older; 
decline in young persons because of the 
trend toward more years of schooling; 
and a decline of older male workers in 
the labor force. 

Between 1955 and 1960, the labor 
force is expected to increase 4.3 mil 
lions, from about 69 million in 1955 
to 73.2 million by 1960, with an in- 
crease in people 14 to 24 years of age. 
Many of these will be doing part-time 
work while attending high school and 
college By 1960, the 25 to 34 age 
group shows a positive decrease, and an 


increase in the ages over 35, particu 
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KEEP IT 


(Coniderilial / 


DESTROY OLD FILES, VITAL 
RECORDS, CONFIDENTIAL PAPERS 


AUTOMATIC 
OFFICE PAPER 
SHREDDER 


Add filing space 
by destroying can- 
celled checks, ledger sheets, time 
cards, W2’s, pay vouchers and 
obsolete papers—in your own office! 
The new “SILVER EXECUTIVE AU- 
TOMATIC” Paper Shredder is the 
only automatic feed machine .. . 
shreds papers into unreadable %” 
strips, in just a few seconds! The 
machine is an attractive, typewriter- 
size, portable desk model, with full 
Vv. HP motor. Completely safe, and 
easy to operate. Many other sizes 
available, too. 
Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 


AND CUTTER COMPANY 
103 MILL ST. © SALEM, OHIO 


For More Information Circle No. 415 


271 





E-Z SORT SYSTEMS 
save time and money 
in every department... 


Accounts Payable 
Accounts Receivable 
Cost Accounting 


Payroll 
Purchasing 
Manufacturing 


Inventory 
Sales 
® Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi- 
ciency will spread throughout your organi- 
zation, Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept, 22, San Francisco 5, Calif. 
Sole Manufacturers of E-Z SORT SYSTEMS. 
Over 50 Offices to Serve You 
For More Information Circle No, 416 


larly in the group 45 to 54. Women 
will provide a larger part of the in- 
crease than men. 

Personnel training will have to face 
the problem that most of the additional 
workers in our labor force will be wo- 
men and young persons who tradi- 
tionally have the highest turnover rates. 
A growing number of workers will be 
available only for part-time work. Short- 
ages of men in the prime working age 
will accentuate the need for 


utilization of 


groups 


training and young 


workers. Women must be trained for 
jobs formerly filled by men. Arrange- 


ments must be made to train and use 
part-time workers 

[he trend toward more complex jobs 
requiring greater skill will undoubtedly 
be accelerated. The long-term growth 
in white-collar occupations particularly 
in professional and technical fields, will 
continue. There will be a slower growth 
in blue-collar occupations with a con- 
tinuing rise in their skill level; a sharp 
and 
a faster than average growth among 


decline in employment on farms. 
service workers. 

In 1956, for the first time, white-col- 

number of 
1910, 
collar occupations accounted for about 
22% of the labor force. By 1956, the 
proportion almost 40%. In the 
next 


groups is expected to grow faster than 


lar workers exceeded the 


blue-collar workers. In white- 


was 


decade each of the white-coller 


the labor force as a whole. 

Within the white-collar group, cleri- 
cal and kindred workers grew faster 
than any other occupational group from 
1910 to 1950. Although the rate of 
growth has slowed down in the past 
decade—perhaps partly because of the 
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FIRE AND BURGLAR PROOF “It's CLEAN, QUICK 


a ae 204 £497 wit 


EVERY DRAWER 
A FIREPROOF SAFE Duplisette Zs. y 
a a (CARBON cory) APA 


READY-MADE 


SECOND-SHEET 


and 


CARBON SETS 


FOR ALL TYPEWRITTEN 


_ CARBON COPIES 


Prove it to yourself with this free offer:— 
Duplisettes give you fast, clean carbon copies 
—NO more smudged fingers, NO more dirty 
letters, NO more collating, NO more fussing 
with loose carbons! Size 8% x 11 in white, 
canary, pink, blue, green and goldenrod, 


shzet up to and including a 42'' x 31" size. See it ! 
at the N.S.O.E.A. Show, Room 561, Conrad Hilton Send for FREE SAMPLES—today! 
DISTRIBUTORSHIPS AVAILABLE 


Hotel, Chicago, Sept. 27-29, or write for literature 
SCHWAB SAFE COMPANY, Lafayette, Indiana CARTERET PRINTING COMPANY 


For More Information Circle No. 272 480 CANAL ST., NEW YORK 13, N.Y. - WOrth 6-1454 


These drawers can be furnished in two, three, four 
and five-drawer sections, and will house any size 








For More Information Circle No. 274 


CHECK CHEATS Are After Your Money! 
@ SPECIAL OFFER! Stop Them With This Low-Cost 


PERMA-PRINT Only $29.50 


CHECK PROTECTOR 








Two Leading German Office 
Equipment Journals, at 


reduced combination rate! 
"*BUEROMARKT' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 


“DAS RATIONELLE BUERO" (The Rational 
Office) monthly, printed in German $9.50 


only $1 3.00 | 


| combined 


These vital Trade Journals keep you up-to-date myers beg ul office, professional man, home 
with the German—European Office Appliance —. teamed - WO age > “sy Sips * . alt A 
market. In regard to subscriptions or advertis- permanently in 1 operatior ’recision-engi 
ing rates contact our American Representatives: mo f rian fac olor - ranteed. Styled 

aeco itor col Ss, akes any Ze 


Lightweight, s_in desk drawet 
ATLANTIC PROMOTION AGENCY, Inc. J PERMA-PR [NTT protection today fron 
’ supply deale 
136 Liberty St, ° New York 6, N.Y. Send for free brochure “These Cold Facts About 
Tel: BArclay 7-9550 Check Fraud May Save You From Being Burned” 


VERLAG PETER BASTEN, Aachen, Germany APPLIED RESEARCH CORPORATION 


For More Information Circle No. 273 For More Information Circle No 
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BOOK AND 
CATALOG STANDS 


Fine hardwood, Oak, 
Imitation Walnut, 

or Genuine Walnut, with 
or without casters 

1210 Series with two 
top shelves and 

bottom rack (illustrated) 
1220 Series with 


two racks 


STEMPEL Mfg. Co. 


2830 Roberta St., Dallas 3, Texas 
For More Information Circle No. 420 








Prints 5 Colors At One Time 


THE SPEEDLINER prints without ink 
in from 1 to 5 colors at one time 
Takes from post card to 82 x 14 
sizes. Prints on most any kind of 
paper and turns out 40 to 60 copies per minute 
You can print 300 to 400 copies from one master 
This machine is precision built—sturdy—easy to 
handle or store—gives many years of perfect service 
and is fully guaranteed. It is clean and so easy 
to use—anyone can operate a Speedliner The 
Speedliner offers you greatest economy and is the 
finest low-cost spirit duplicator you can buy 
Write for free booklet today. 


SPEEDLINER COMPANY 
Dept. O02 
4404 N. Ravenswood Ave. Chicago 40, Ill. 
LOngbeach 1-3938 


$84.50 


& TAX 








More Information Circle No. 421 


SHEET 
PROTECTORS 
For 2- and 3-Ring 

Binders 


*METAL 
EYELETS 


— an exclu- 
sive Amfile 
feature 


JO OOF S COMPANY” 
es So 


They glamorize 
proposals, pres 
entations, price 
lists, photo 
graphs — any 
letter 
papers. 

A one-inch 
ring binder holds up to 25 protectors. Made 
of heavy gauge, non-inflammable acetate. Size 
11 x 8". Packed 25 to a box. 

If your dealer doesn't have them in stock, 
send us his name and we'll see that you are 
supplied promptly. Write for circular. 

AMBERG FILE & INDEX CO. 
Filing Specialties since 1868 
1637 DUANE BLVD., KANKAKEE, ILL. 
For More Information Circle No. 422 


| PAYMASTER 





size 























PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘Outlook’ Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's name. 

This improves personnel relations. 
Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., fst. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd. Chicege 7. Illiners 


For More Information Circle No. 423 
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introduction of automatic data process 


ing equipment—employment of this 


group has continued to faste! 


Our 
employment 


grow 
than the labor force as a whole 
that 
will increase by about a fourth between 
1955 and 1965. 

The professional, technical and kin- 
dred worker group has been the fastest 
1950. 


projections indicate 


growing group since Employ- 


ment of scientists and engineers, in- 
creased at a much faster rate than the 
fields of medicine, law, teaching and 
the ministry. Accompanying this has 
been the rapid rise in employment of 
technicians such as draftsmen, engineer- 
ing aids and electronics specialists. The 
group is expected to increase rapidly 
in the 1955-65 


,1 


with rise of about 43% 


decade. a growth about times as 


fast as for the labor force as a whole 


Growth of two white collar groups 
managers, proprietors and officials, and 


sales workers—were not as rapid as 


those of clerical and _ professional 


that for the 


Sales workers 


workers, but were above 
labor force as a whole. 
are expected to increase somewhat 
faster than the labor force during the 
next decade. The proprietor and 
managerial group will have the smallest 
rise among the white collar group but 
will increase slightly faster than the la- 
bor force during the 1955-65 decade. 
Although blue-collar occupations, as 
a whole, are expected to decline as a 
force, there 


proportion of the labor 


will be divergent trends among these 
occupational groups. 


skilled 


the same rate as the labor force during 


Employment of 


workers has increased at about 


the 1950's after showing a very rapid 


‘““Paper Punches Every Office Needs!*’ 


CLIX 
3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $4.00 list. 


MODEL 3..Punches 3 holes 
14" dia., spaced 414" on cen- 
ters, 4" from back binding 
edge -— standard spacing 


11” x 8'4" sheets. 





WESTERN REP. 





[PAPER PUNCH] = hole, 14" from 


Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 


-HARRY HENKEL ASSOC.,, 1355 MARKET ST., SAN FRANCISCO 


Improved 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 
punch for indi- 

viduals, home, office and industry. Light ¢ 
sure of thumb punches clean '4" hole insté 
in paper, light cardboard, etc. Ideal for punching 
tickets, tags, restaurant checks 
12 in counter display carton. 60 


cent list 


MODEL 100x... Punches \4 


hinding edée. 


- 








For More Information Circle No. 417 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults, 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 13 heights — 4 
widths. Send for Circular 
56-0 and prices. 
1. D. COTTERMAN, Mfr. 
123 W. Spring Avenue 
Naperville, 111. 


For More Information Circle No. 418 


There is no obligation to us, but we feel you 
have an obligation to your organization, so 
that no one can say, a year from now, “If 
we had only known all of the facts.’ 


This book contains in charts and illustrations 
answers to the following questions: 
Filing Operations. 


5. Time Saved thru 
Operation Elimination. 


1. The Space Problem 
—The True Answer. 


2. How to eliminate 
Traffic and Congestion. 


3. Filing Clerk Morale 
—The WHY facts. 


4. Motion Study of 


7. Results of a prospect's survey of five 
prominent users on a point basis. 


Creator of Effective Tools for Effective Management 
Phone Westport, Conn. CA 7-4111 or write 


WASSELL ORGANIZATION, INC. 


Westport, Conn. 


6. Comparison of three 
filing methods by 
square feet and lineal 
feet. 


Please send free Booklet “Backward or Forward in 
Filing” ; 
' 


i 
Company i 


Address 


For More Information Circle No. 419 
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the 1940's. Skilled 
workers are expected to increase at a 
somewhat 


growth during 


rate than the labor 


force during the next decade. 


faster 

Our pro 
more than 
112 millions in the 1955-65 period. 


jections indicate a growth of 


One of the fastest growing groups 


has been operatives or  semiskilled 


workers. Automation permits great 
without com- 
mensurate increases in semiskilled work- 
We 


mating the effects of automation. 


gains in production 
esti- 
his 
is expected to be a gradual process ex- 


ers. have to be cautious in 


tending over many years. Extension of 
additional 
large numbers of semiskilled workers. 
We that 


operatives will increase by 


mechanization will require 
number of 
about 1.7 


during the 


would guess the 


21 


million or about 1314% 


1955-65 decade, compared to a nearly 


17% increase for the labor force 


> fy 
‘. baw kK DaAER 
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American Bankers Assn., Chicago, Sept. fonte-Haddon Hall, Atlantic City, Oct 
21-24. 19-22. 


Life Office Management Assn., Chalfonte- National Business Show, Coliseum, New 
Haddon Hall, Atlantic City, Sept.22-24. York, Oct. 20-24. 
Office Management Div., American Man- 


agement Assn., Statler Hotel, New York, 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 27-Oct. 1. 

American Records Management Assn., 

National Business Forms Associates, Ar- Essex House. New York, Oct. 24-25. 
lington Hotel, Hot Springs National 
Park, Ark., Sept. 29-Oct. | Eastern Commercial Stationery Show, 

N. Y. Trade Show Bldg., New York, 

National Institute of Governmental Pur- Oct. 25-28 

chasing, Statler Hotel, Boston, Oct. 5-8 
National Assn. of Bank Auditors & Con- 

American Institute of Certified Public trollers, Statler-Hilton Hotel, Dallas, 

Accountants, Statler & Cadillac Hotels, Nov. 3-5. 
Detroit, Oct. 11-16. 
Industrial Management Society, Sherman 

Systems & Procedures Assn. of America, Hotel, Chicago, Nov. 5-7 
Penn-Sheraton Hotel, Pittsburgh, Oct. 

13-15 Federal Government Accountants Assn., 
Shoreham Hotel, Washington, D. ¢ 

Institute of Management Sciences, Sheraton Nov. 17-18 

Hotel, Philadelphia, Oct. 16-18 
Society of Reproduction Engineers, She 
Controllers Institute of America, Chal- man Hotel, Chicago, Dec. 13-16 


BUSINESS FORMS FOR EVERY OFFICE USE 


For greater efficiency * convenience * economy 


aa CUSTOM, STOCK, AND STANDARD LITHO. 
cost” \ GRAPHED CARBON INTERLEAVED SINGLE SET 
ga LS SUSINESs FORMS DESIGNED FOR ANY OFFICE 
MACHINE OR PENCIL USE. POPULAR STOCK 

FORMS FOR IMMEDIATE DELIVERY 


CONTINUOUS AND TABULATING LITHO 
GRAPHED BUSINESS FORMS FOR ALL 
TYPEWRITER AND TABULATING INSTAL 
LATIONS. COMPLETE LINE OF STOCK 
TAB FORMS — PARTIAL OR FULL BODY 
IMPRINTS ON STOCK TAB. 


Ps 


oe. ee ee ee eee ee ee ee ae e es ee 


ONAL LITHO FORMS COMPANY 
EUCLID AVENUE + CLEVELAND, OHIO 


For More Information Circle No. 327 
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Acco Products 
Acme Visible Records, Inc 
Addo-x, Inc. 


Addressing Machine Co. of California 
Cc 


Allen Business Machines, Inc 


Allied Carbon & Ribbon Mfg. Corp 


Alvin & Co. 
Amberg File & Index Co 


American Automatic Typewriter Co 


American Dictating Machine Co 
American Evatype Corp 


American Numbering Machine Co 


American Office Equipment Co 
American Writing Paper Corp 
Ames Supply Co 

Ampto, Inc 

Applied Research Corp 
Aptitests 

Arlington Aluminum Co 

Atlas Stencil Files Corp 

Ayres Corp 


Baltimore Business Forms Co 
Barkley & Co., C. L 

Basten, Peter 

Bates Mfg. Co 

Bell & Howell Phillipsburg Co 
Bentson Mfg. Co 
Bevco-Precision Mfg. Co 
Bienfang Products Corp 
Block & Anderson Co., Ltd 
Bohn Duplicator Corp 
Bomont, Inc 

Brown Paper Co., L. L 

Bud Type Cleaner Co 
Burroughs Corp 

Business Electronics, Inc 
Business Forms, Inc 


C-Thru Ruler Co 

Can-Pro Corp 

Carteret Printing Co 
Cashere Corp 

Catskill Craftsmen. Inc 
Cel-U-Dex Corp 
Challenge Machinery Co 
Changepoint, Inc 

Cole Steel Equipment Co 
Cole Steel Office Machines, Inc 
Colonial Carbon Co 


Columbia Ribbon & Carbon Mfg. Co 


Comptometer Corp 
Continuous Forms, Inc 
Control Systems, Inc 
Convoy, Inc 

Copycat Corp 
Copy-Craft, Inc 
Cormac Photocopy Corp 
Cotterman, | 


Cotton Fiber Paper Manufacturers 


Curtis-Young Corp 


Curtis-Young Corp. (Copyholders) 


Datamatic Div., Minneapolis-Honeywell 


Regulator Co 


Davidson Corp 

Dearborn Glass Co 

Deluxe Metal Furniture Co 
Dewberry Engraving Co 
Dick Co., A 

Diebold, Inc. (Flofilm Div.) 
Diebold, Inc. (Storage Files) 
Diehl Rechenmaschinenfabrik 
Dillon-Ford Co 

Ditto, Inc 

Dixon Crucible Co., Joseph 
Doolittle & Co 

Dorson Corp 


Dreusicke & Co., K. G., Wilhelm 
Co 


Duplicard Addressing Machine 


Eastern Corp 

Eastman Kodak Co 

Ebco Mfg. Co 

Elbe File & Binder Co 
Esleeck Mfg. Co 

Eureka Specialty Printing Co 
Evans Specialty Co 

Ever Ready Calendar Mfg. Cx« 
E-Z Sort Systems, Ltd 


Faber-Cast Pencil Co.. A. W 
Facit, Inc. (Facit Calculators) 


Facit, Inc. (Odhner Adding Mac 


Felins Tying Machine Co 
Fletcher Paper Co 

Force & Co... Wm. A 
Frankel Mfg. Co 

Friden, In 


Gates Acoustinet Cc 

Gavrin Press, Inc.. Arthur J 
General Fireproofing Co 
General Loose Leaf Bindery Co 
General Multi Forms Sales Co 
General Stationers Supply Co 
Graff Co.. George B 

Graphi Systems 

Griffin Mfg. C 


Hall-Welter Co 

Haloid Co 

Hammermil! Paper Co 
Harding & Harding 
Haskell of Pittsburgh 
Hastings Typewriter Co 
Hey Co., D 

Heyer Corp 

H-O-N Co 

Howard Paper Mills, Inc 
Hunt Pen Co., C. Howard 
Hush-A-Phone Corp 
Hygien Dental Mfg. ¢ 


Ideas, In 

Industrial Shredder & Cutter C 
Inter-Continental Trading Corr 
International Business Forms, In 
Interstate Metal Products Co 


Puce Orric 


Facing 128 


127 

204, 205 

183 

131 

196 

245 

Inner Back Cover 
94 


238 
192 
267 


271 
110 
259 
159 
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Kee Lox Mfg. Co 
Kenro Graphics, Inc 
Koh-l-Noor Pencil Co 
Krauth & Benninghofen 
Krengel Mfg. Co 


Lagomarsino-FAl 
Lamb Electric Co 
Lassco Products, In 
Lee Products Co 
Legge Co., Walter G 
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As We oe... 














The increasing complexity of management 
tools today provides greater challenge and oppor- 
tunity for the ambitious office executive. Many 
of those among our readers are in control depart- 
ments which edit final reports to management. In 
them they both See and play a part in the increased 
capacity of new office systems and techniques. 
These reports often influence future management 
action. 


By answering vital questions, they give man- 
agement an opportunity to assess new projects and 
answer questions essential to business progress. 
Shall we enlarge plant capacity? Shall we make a 
pilot run on this new product? Shall we buy new 
machinery or make do with existing equipment? 
Where do we find the money? Will the new product 
yield the desired return on investment? Why are 
the variances so large? 


More and more today the paperwork produced 
within the office plays an important part in setting 
vital marketing, purchasing and production deci- 
Sions. The mastery of new management tools and 
techniques is paramount for the production of that 
paperwork and for the further advancement of those 
in office management work. In this respect, we be- 
lieve control, budget and treasury executives 
everywhere will find the new monthly feature on 
Automatic Systems, starting on page 99 of this 
issue, helpful. 
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REDUCE 
YOUR OF 
PRINTING ~ 


“Touch-a-key and out come as many 
as 8000 bright offset copies an hour of 
ANYTHING TYPED, WRITTEN, DRAWN, 
PRINTED, PHOTOGRAPHED OR 
CLIPPED FROM A PUBLICATION 
in black or color.. 
right here in the office!" 


WITH THE NEW Hundreds of Uses 


DITTO. OFFSET DUPLICATOR 


RIGHT IN YOUR OWN OFFICE 
WITH TOUCH-A-KEY SIMPLICITY 


# F< 


1e machine 
repare 
sheet of paper. You make 1e 


> or halftone, black or color, 50 to 


from one DITTO Offset Master DITTO, Inc., 6834 McCormick Rd., Chicago 4 
-ryone 


ang ste vell below your printing 

with plenty of clear, low-cost DITTO offset 

or systems, printing, general duplicating 
FRE E! Mail coupon now for literature or 

FREE demonstration in your office on your work 
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» How many of these Royal advancements 
'. does your secretary enjoy ? 


None of them... 
if her typewriter is more than five years old. 


Why does a Royal Standard turn out 6. Letter-setter 


more work and better work with less : - Lightning carriage return 
work than the time-worn machines 8. Five cheerful colors 
you’re now putting up with? Con- ce . me ; 
rhere are more Royal Typewriters in 
sider these Royal advancements... 
office use than any other make. 
1. Finger-balanced touch 
2. Finger-form keys 
3. No-smudge ribbon change 5 ; 7 L standard 
4. No-skip space bar — 
Product of Royal McBee Corporation, 
5 1 


. Snap-out cylinder vorld’s largest manufacturer of typewriter 
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